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Executive Summary

The U.S. Department of Labor has a new definition of "attained PIC-recognized youth
employment competencies" which is used for reporting. It delineates the three major
competency areas: pre-employment/work maturity, basic education, and job specific
skills. It also specifies that youth employment competencies must be achieved through
participation in sufficiently developed systems.

TIv.: structural and procedural elements required for an SDA's youth emi.loyment
competency system to be considered sufficiently developed are:

o PIC-recognized competency statements that are employment-related,
quantifiable, measurable, verifiable, and offer proof of gain as a result of
program participation;

o assessment of participant need at the start of the program;

o employability development/individual education plans which use assessment
results in assigning enrollees to the right learning activities at the appropriate
sites;

o focused curricula, training modules, or behavior modification approaches which
teach the employment competencies in which youth are found to be deficient;

o evaluation of participant achievement at the end of the program;

o certification of youth employment competency attainment in the form of
certificates to clients; and

o documentation of intra-program learning gains achieved by young people through
internal maintenance of enrollee files and external reporting of competency-
based outcomes.

Competency statements need to contain the following three items: 1) tha skill,
knowledge, attitude, or behavior to be taught; 2) the level of achievement or bencnmark
to be attained; and, 3) the means of measiirement to be used to determine

accomplishment of the required proficiency. Measurement conducted needs to be valid,
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reliable, and free of bias. Employability development plans (E)Ps) are contracts between
the program and participants. They facilitate course and component selection. No
positive terminations for the attainment of youth empinyment competencies will be
accepted if need is not established through the EDP. Each yovng person gets a copy of
his/her EDP; with the original kept in the file. Employability development planning needs
to commence as soon as possible (e.g., within fifteen working days) after enrollment.
EDPs need to be reviewed at least once every three months. All competency-based
activities, services, curricula, and modules need to be abstracted to show what is being
taught to whom, by whom, how, when, where, and why.

Monitoring and capacity building are essential but not required - ingredients for
effective and efficiert youth employment competency systems.

Positive terminations can be taken for youth that demonstrate proficiency in one or more
of the three competency areas. Localities must determine what constitutes a positive
termination for the attainment of PIC-recognized youth employment competencies in pre-
employment/work maturity, basic education, or job specific skills. Pre-employment/work
maturity competency criteria generally apply across the board. There are at least seven
options identified to date by which basic education competencies have been constituted.
Six separate strategies are available for use in the area of job specific skills.

Competency variations sometimes occur in relation to client characteristils, program
modalities, project operation, and desired results. They encompass gradations, in which
competencies are taught by tiers, e.g., beginning, intermediate, and advanced. These
different levels may entail multiple exit points for competency attainment. Differences
are also caused by configuration of the service delivery system. Regardless of the nature
of the strategies used or the variations encountered, the requirements of a sufficiently
developed system must be met in all cases.
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1. Introduction
The Job Training Partnership Act (JTPA) incorporates performance standards which
reflect the accomplishment of overall program purposes. Sections 106 (b)(2)(A) of the Act
and 20 CFR. 629.46(a) enable the attainment of employment competencies recognized by
private industry councils (PICs) to be part of the performance standards framework for all
participants age 21 and under. Young people and youth-serving projects may thereby
receive credit for marketable skills acquired between intake and termination. This

promotes accountability, justification of expenditures, determination of cost effec-
tiveness, and evaluation of intra-program enrollee gains and post-program results.

Under the competencies concept, employers are defining private sector needs concerning
worker s'cills and characterNties, are reducing their screening and training costs, and are
being assured of better prepared employees. Enrollees get recognition for progress made
within a project, gain capacities relevant to employer demands, job requirements, and
entry level qualifications, and increase their access to the primary labor market, post-
secondary education, further training, or military service. Program performance is
improved through a concentration on participants' attainment of clearly delineated
learning objectives.

Youth employment competencies are often a major facilitative tool in achieving collabor-
ation and linkage building between educational institutions and employment and training
agencies. Such coordination and cooperation enhance articulation of goals and better
enables young people to move between education and employment and training.

Planning and instituting a competency system provides a forum for communication
between employers, organized labor officials, government and legislative leaders,

educators and vocational training administrators, and practitioners in youth 3mployment
and training. There is a grow!ng but by no means universal commonality of purpose

acceptable to and understood by those who teach young people, those who train them, and
those who hire them, as well as the youth themselves.

There are three major youth employment competency areas: pre-employment/work

maturity, basic education, and job specific skills. Learning objectives are expressed
through competency statements that specify the skills, knowledge, attitudes or behavior
to be demonstrated, the level of proficiency required, and the means of determining the
acquisition of such capabilities.
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Achievement of competencies recognized by the PIC has been utilized as a factor for
evaluating the performance of youth programs since October 1983. It was then that the
Department of Labor's (DOL) Employment and Training Administration (ETA) issued ETA
Field MEMO 76-83, change 1, dated 10/7/83. This issuance permitted service delivery
areas (SDAs) to count as positive terminations, for purposes of calculating the positive
termination rate and cost per positive termination, those youth who terminate from JTPA
programs and meet the competency requirements set by the local PIC.

Competencies were not widely used during the JTPA transition year. However, according
to formal and informal nationwide surveys conducted by a number of government agencies
and public interest groups, more than 400 SDAs are now using youth employment
comp.tencies in their Title II-A programs for young people. Most of the service delivery
areas with competencies in place have a focus on pre-employment/work maturity, while
an estimated 40 percent of them measure basic education progress and 20 percent
determine gains in job specific skills.

One factnr that proved invaluable in the evolution of youth employment competencies
across the country was the technical assistance guide (TAG): An Introduction to
Competency-Based Employment and Training Programming for Youth Under the Job
Training Partnership Act, prepared by Brandeis University under contract to ETA. It
provided a foundation from which to move forward. Today, the concept of competencies
is no longer new nor largely untried. It is, however, a part of employment and training in
which much room for improvement exists.

Youth employment competencies is a complex topic, meaning different things to too many
different people. While operational variations allow for meeting particular circumstances
in a certain locality, the lack of a common conceptual and structural framework across
SDAs does little to promote overall credibility and legitimacy. The question most often
asked by those seeking to establish a system to develop and document the acquisition of
youth competencies is, "What is required?" There seems to be general consensus that some
type of a nationally-defined framework should be developed to set forth comparable
processes through which SDAs could operate, as long as flexibility exists for adapting the
system to meet local needs. This observation is founded on the experience gained from
well over one hundred training sessions conducted during the past thirty months, plus
numerous site visits. These activities were carried out in personal contact with
individuals from over four hundred seevice delivery areas.
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This monograph A Systems Approach to Youth Employment Competencies covers the
body of knowledge and experience developed since the publication of the earlier TAG,
using present principles and practices to create a base for future ventures. This is done
by concentrating on three primary themes.

First, Systems Approach explains ETA requirements for a sufficiently developed youth
employment competency system. The requisite elements of such a system define only
structural and procedural items and leave substantive, contextual, and sequential
considerations solely within local control, as intended by JTPA. These elements are
directly related to the new ETA definition used for reporting the attainment of PIC-
recognized youth employment competencies. Chapter 2 discusses sufficiently developed
systems generically. Chapters 3 through 8 cover each of the different systemic items in
detail. Chapter 9 covers monitoring and capacity building as supplemental aspects of a
sufficently developcd system.

Second, Systems Approach addresses those pivotal decisions that determine what consti-
tutes a positive termination for the attainment of youth employment competencies. The
monograph also reviews the causes of variations in youth employment competency
systems. Chapter 10 covers these topics.

Third, Systems Approach examines each of the three youth employment competency areas
in terms of implementation strategies, measurement alternatives, appropriate compo-
nents, and means of acknowledging achievement. While these four topics have been
covered generally in Chapters 2 through 8, Chapters 11, 12, and 13 delineate specifically
how they relate to the three competency areas. This segment of the monograph is
important because attention needs to be called to the options available for utilizing youth
employment competencies in basic education and job-specific skills.

This monograph is not a "cookbook" or a "how-to" guide. Rather, it discusses themes and
constructs and explains what has to be done, without providing detailed step-by-step
directions for doing it. Given the wide range of quality and sophistication presently
operative, the intention herein is to take a middle-of-the-road approach. The emphasis is
to build upon what already exists and to try to make it better, stressing the practical
what works in the real world over the theoretical. A great many examples are included
in the text to reinforce the ideas presented. Additional material can be found in the
appendices. All of these exhibits were included because they can be used today. In that
spirit, Systems Approach is intended for those who labor now, and dedicated to those who
have gone before.

3
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2. Overview: The Elements of a Sufficiently Developed Youth Employment

According to the Preamble to the PY 1984 standards, the state neither approves youth
employment competency systems nor the competencies recognized by the PIC. These are
local decisions, as are judgments about whom to serve and how to serve them. Presently,
this encompasses the number of competency areas to be mastered in order to qualify for a
competency-related positive termination, the number of competencies to be certified in a
major cempetency areE4 the number of indicators required at a particular level of
achievement to be ce7tified in a competency subset, and the instrumentation techniques
used to measure achievement. Service delivery areas cannot be forced to identify and
establish competency statements for all of the possible areas. Some places prefer to start
slowly and take on more complexity later in order to set a firm foundation for their
systems, with the rationale that the important thing, locally, is to start.

Even though states do not "approve" local systems, they do have certain responsibilities
related to them. The inclusion of young people attaining youth employment competencies
in the establishment and subsequent measurement of the two positive termination youth
performance standards is permissible if the state determines (a) that a locality has a
youth competency system in place, and (b) that the PIC has recognized these youth
employment competencies. If it is decided that an SDA's youth competency system has
not been sufficientl develo ed to accuratel measure artici ant achievement and
reflect enrollee ac uisition of com etencies and enable the PIC to reco ize such
competencies, the governor may modify the performance standards accordingly.

At the local level, motivation to start competency-based programs has several sources.
Many localities get their impetus from the potential for improvement in positive
termination rates and costs, while others are driven by the possibility of fiscal incentive
awards. Some jurirdictions are propelled by the desire to better equip young people to
move into jobs, further education and training, or military service.

In many cases, service delivery areas go through an informed, thoughtful, and thorough
process to draft and institute a competency-based system that meets local labor market
needs and conditions. This often cements the ownership felt by employers and educators,
which evolves over a period of time through investment of their energy and effort. These
SDAs approach developing youth employment competency systems by including: (a) one,

two, or all three of the major competency areas; (b) an up-front assessment process to
determine participant intra-program needs; (c) available training activities and related
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intervention strategies; and (d) a post program evaluation process to ascertain that a
youth has attained the competencies specified for him/her.

Many states have introduced policies that describe the features a local youth employment
competency system must have to be considered sufficiently developed. Items covered in
these issuances in varying degrees of frequency encompass: competencies, PIC
recognition, assessment, employability development planning, curricula, interval progress
checking, evaluation, certification, and documentation. The policies included in the
appendix (Arkansas, Georgia, New Jersey, North Carolina, California) are among the most
comprehensive in place. Yet a review of even these documents shows the present
diversity in defining "sufficiently developed systems".

It has been important to accommodate the often conflicting requirements of (a) local
flexibility and operational control, and (b) state oversight responsibilities. The degree of
difficulty with such a balancing act is increased by the wide latitude permitted localities
and the range of variations to be found even within a state.

Certainly there will always be differences. But now, with the emergence of youth
employment competencies as a pivotal item in reporting program results and calculating
performance standards outcomes, there is a necessity for national consistency, compara-
bility, and systemic integrity. This could be effected by identifying and utilizing a
reference point and common thread that relates in a similar fashion to youth employment
competency systems across the country.

The most practical way to reach such a common denominator effect is through procedural
rather than substantive means, thereby avoiding intrusion on state/local decision-making
prerogatives. Defining the requirements for a sufficiently developed youth employment
competency system outlines the processes which must be followed, without abrogating
local decisions as to systemic content. States are not told how to conduct their review
functions but are given a framework against which to perform them. In this spirit, there
is now clear guidance from DOL as to the necessary requisites for a system to be
considered sufficiently developed.

The structural and procedural elements of a sufficiently developed youth employment
competency system are:

1. PIC-recognized competency statements that are employment-related, quantifi-
able, measurable, verifiable, and offer proof of gain as a result of program
participation. (Chapter 3)

6
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2. Assessment of participant need at the start of the program. (Chapter 4)

3. Employability development/individual education plans which document

assessment results and assignment of enrollees to the rIght learning activities at
the appropriate sites. (Chapter 5)

4. Focused curricula, training modules, or behavior modification approaches which
teach the employment competencies in which youth are found to be deficient.
(Chapter 6)

5 Evaluation of participant achievement at the end of the program. (Chapter 4)

6. Certification of youth employment competency attainment in the form of
certificates to clients. (Chapter 7)

7. Documentation of intra-program learning gains achieved by young people through
internal maintenance of enrollee files and external reporting of competency-
based outcomes. (Chapter 8)

These requirements relate to the ETA definition of "attained PIC-recognized youth
en, lo ment com etencies" used for re ortin

"The total number of youth who, at termination, have demonstrated
proficiency in one or more of the following three skill areas in which
the terminee was deficient at enrollment: pre-employment/work
maturity, basic education, or job specific skills. Competency gains
must be achieved through program participation and be tracked through
sufficiently developed systems that must include: quantifiable learning
objectives, related curricula/training modules, pre and post assessment,
employability planning, documentation, and certification."

The requirements do not change operative roles and responsibilities for state and local
staff. The state perspective entails facilitating capacities, but not assuming

responsiblity, for designing and implementing competency-based procedures. Those at the
local level are charged with developing substantive approaches and making them work at
the point of client contact.

The governance structure remains the same. The state issues policy directives, monitors
for compliance, and reviews results. SDAs, which can be more stringent with vendors

7
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than the state, are responsible for assuring that contractors are prepared to comply with
the requisites of a sufficiently developed system. Localities are using request for
proposal formats and performance-based contracts to establish operational parameters
against which adherence to systemic requirements can be checked.

In formulating and instituting youth employment competency systems, SDAs are faced
with getting one, some, or all of the elements needed by purchasing commercial packages,
borrowing already existing materials from the public domain, developing their own, or
some combination of the three. Regardless of the strategy, localities must decide upon:

o appropriate competencies

o the means to determine at program entry the capacities of young people
with respect to these standards

o the method for diagnosing participant needs and prescribing a treatment plan

o the content and sequencing of program services to enable enrollees to accomp-
lish their learning objectives

o techniques for conducting interval progress checks and determining gains made
by young people at the end of the p?ogram

o the format which best signifies participant achievement and serves as a
marketir7 tool for attaining desired post program objectives, and

o items wbA. adequately fulfill recordkeeping requirements when kept as part of a
youth's permanent rord.

When approaching such decisions, those at the local level should posit several questions
for each element. What, for example, will be measured/taught/acknowledged? Why?

How will it be done? Po? whom? By whom? When? Where?

There are some caveats to heed when accessing externally formulated resources
(purchased or no-cost) and adopting them as is or adapting them. The materials should be
compatible with program goals, participant characteristics, and desired outcomes. They
shotdd not be too rigid. They should fit the expertise and experience of existing staff.
There are a number of resources to be discussed in later chapters which can serve
quite well to avoid reinvention of the wheel.

SDAs should build on what exists as much as possible a prime practical consideration in
undertaking competencies. Quite often a program has been running a competency-based

8

16



effort without knowing it. In such cases, Ell it may take to put th;ngs together are a few
minor adjustments, such as carefully incorporating prudently plaeed forms and formats.

Those who choose to develop their own must be prepared to delve into the technical
process of writing competency statements, designing and testing out measurement
instruments, preparing and validating instructional modalities, and d ;vising filing and
recording procedures.

All of the elements of a competency-based system are in effect interactive and

interdependent. The nature of the competencies selected directly influences the
activities offered, the types of assessment/evaluation employed, and the means of
acknowledging achievement used. Conversely, for a program certificate to frt.. accepted in
the labor market, it should be founded upon similar standards, comparable measurement
practices, and related teaching approaches.

Although there is a discussion later on about legitimate even necessary variations in

program operations, youth employment competency systems on the whole work more

efficiently and effectively when there is as much consistency as possible.

Once all of the elements of a system are in place, with resources intact, inter-
relationships accounted for, and similarity all but accomplished, there is a tendency to
feel relieved. However, for a competency-based program to work,

. . it must be continually monitored, modified, refined, and revised.
Your sigh of relief over the finished job must be short lived! Your
system should be regularly reviewed and revised based on the changing
needs and characteristics of your labor market area. This need not be
an unmanageable task, but should not be neglected, particularly for the
first few years. Periodic meetings with all service provider staff who
are involved will provide useful feedback as will feedback from youth
participants in the program. And don't forget to check with your
employers with whom participants are eventually placed with
competency credentials, to verify the relevancies of the competencies
they have learned." (State of Wisconsin TAG p. 37)

Although this is not a cookbook, the Birmingham Area Private Industry Council has an
irreverent, yet subtly insightful and self-evidently instructive recipe that helps put the
issue at hand into perspective:

9
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Display 1.
Youth Competencies: Ten Easy Steps

The F ecipe

Ingredient37 Participants9 Funds, Classroom, Training Materials, Instructors, Competency
Goals, Benchmarks, A PIC (not tooth), Pre and Post Tests

Have PIC develop competencies that are to be recognized by the, local SDA,

Recruit participants (tender, young participants are preferable); Some out-
reach may be required; Determine eligibility.

Counsel participants; Develop EDP; and Establish goals for competency
attainment.

Refer tender, young participants to projects.

Pretest participanth to determine present achievement levels.

Combine participants, training materials, and instructors; place in
m.

Bake in classroom for approximately 6 months, basting occasionally with
benchmarks to determine the acquisition of competencies; Baking time may
vary somewhat.

Post-test to determine that competency attainments have been reeched;
Remove participants from classroom.

Cool in job-related holding for 30 days at room temperature.

Remove participants from program; Federal government recommends that
participants not be removed until 82% are ready to be served to the labor
market.

STEP 1:

STEP 2:

STEP 3:

STEP 4:

STEP 5:

STEP 6:

STEP 7:

STEP 5:

STEP 9:

STEP 10:

* * *

Quite a few folks in the employment and training community have been doing some type
of competency-based programming for years. To date, it's tended to be informal and non-
systematized. Now there is a need to put it together with formal methods and techniques,
accurate baseline data, aild results marketabl in the real world of work. Even in a
troubled economy, acquisition of the capacity to find, get and keep a job, and advance in a
career is a positive outcome for JTPA youth. Through demonstration of employment
competencies, young people show that they have the tools for self-sufficiency. As has
been said many times before give a person a fish, and you feed him/her for a meal;
teach a person to fish, and you feed him/her for life.

In the subsequent six chapters, each element of a sufficiently developed system will be
discussed in turn, with requirements highlighted and suggestions noted as appropriate.
Chapter 9 will briefly address monitoring and capacity building which are pivotal to the
success of youth employment competency endeavors.

10
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3. Youth Employment Competencies
A. Description Youth employment competencies are the skills, klowledge, attitudes,
and behavior which iacilitate participant entry into unsubsidized employmen'c, apprentice-

ship, military service, non-JTPA Title II training, or further education. These capacitie%
aregrouped into three major category or competency areas as suggested by DOL: pre-

employment/work maturity, basic educatian, and job specific skills. These areas can be

delineated as InliowP.:

o Pre-employment (job finding and getting!) skills include world of work awareness,
labor market knowledge, occupational i-aformation, values clarification and per-
sonal understanding, career planning and decision-making, and job search tech-

niques (phone contact, resumes, applications, interviews, and follow-up letters).
They also encompass survival/daily living skills such as using the phone, telling

time,, going shopping, renting an apartment, opening a bank account, and using

public transportation.

Work maturity (job holding and advancing) skills include positive work habits,

attitudes, and behavior patterns such as punctuality, regular attendance,
presenting a neat appearance, getting along and working well with others,

exhibiting good conduct, following instructions and completing tasks, accepting

constructive criticism from supervisors and coworkers, showing initiative and
reliability, willingly assuming the responsibilities involved in maintaining a job,
being adaptable, and coping with and solving problems in a work setting.

o Basic education skilt, include math computation, reading comprehension, writing,

speaking, listening, viewing, nonverbal communication, and the capacity to use
these skills in the workplace. They also entail, to a lesser frequency, reasoning

and analytical capabilities, lanrage arts, and computer literacy.

o Primary job specific skills encompass the proficiency to perform actual tasks and

technical functions required by particular jobs, occupational clusters, or employ-

ment fields at entry, intermediate, or advanced levels. Secondary job specific

skills include familiarity with and ability to use set-up procedures, safety mea-

sures, work-related terminology, recordkeeping and paperwork formats, tools,
equipment and materials, breakdown and clean-up routines.

11
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In addition to these categorical classifications, comprttencies are separated into three
separate domains charecterizing the nature of the learning objectives and outcomes:
cognitive, affective, and psychomotor. The cognitive domain includes intellectual
faculties such as recall, recognition, comprehension, analysis, synthesis, thinking and
undrstanding; it is exemplified by the information a person knows. The affective domain
involves the interests, attitudes, values, feelings and emotions of the learner, and their
internalization; it is exemplified by the way a person behaves. The psychomotor domain
emphasizes manipulative or motor skills, such as ope;mting or repairing machinery,
typing, weldhig, or sculpting; it is exemplified by the physical activities a person does in
performing a skill. The relationships between competencies, domains, and competency
areas can be seen in the graphic below.

Figure 1.

Pre-Employcitent Work
Maturity

Basic
Education

Job Specific
Skills

Cognitive
(knowledge) (identifying

sources of job
leads)

X

(explaining
worksite rules
and how to act
on the job)

X

(multiplying
complex
feactions)

X

(selecting best
club for distance
and lie
golf caddy)

Affective
(attitudes/
behavior)

X

(interviewing) (getting along
with others)

X

(communicating
non-verbally)

X

(interacting with
customers
sales clerk)

Psychomotor
(skills)

X

(handwriting)

X

(installing an air
conditioner)
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B. Competenc Statements Competency statements spc-ify a required skill, know-
ledge, attitude, or behavior proficiency which must be demonstrated to a particular level
by program youth, and the means of determining the acquisition of such capabilities.
These statements are Zormulated around functional capacities and reflect actual learning
and achievement, not simply the passage of time. They should be simply :tated, clear and
concise, easily understood, practical and attainable, and manageable. The key outcome
sought is competency, not merely completion. Under JTPA, youth should only be assisted,
in those competency categories in which they show need.

Required Characteristics

In order to fulfill the requirements of a sufficiently developed youth employment
competency system, competency statements must be: employment-related, quantifiable,
measurable, verifiable, and offer proof of gain as a result of program participation.

"Employment-related" means being designed to enhance employabaity and to foster
qualifications for entering apprenticeship programs, military service, non-JTPA Title H
training, or further education. The pertinency of youth employment competencies should
be thought of in terms of facilitating a post program labor market status especially

jobs in all but the most exceptional of circumstances. "Love of God and country"

while a prime characteristic of good citizenship does not by itself make young people

more employable.

Quantifiable means to produce concrete results in order to enhance quality, assure
-- credibility and heighten accuracy. It is more useful to know that a young person can

center punch the hole to an accuracy of "0.010 to 0.001" than to know that he/she can
operate a drill press "well." The Maryland State Department of Education, in its

publication "How to Write Performance Objectives," offers some illustrative examples of
"troublesome standards" in Display 2 on the following page.

Measurable means that what can't be taught/learned, measured, or even formatted in a
competency statement should not be included. If a (purported) skill, knowledge, attitude,
or behavior can't be measured, then the right tool (measuring approach) hasn't been found
yet, or it doesn't exist. This means either find/create it, or the (potential) item is not a
youth employment competency.
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Display 2.

TROUBLESOME STANDARDS

Stoadard Problem

... to the instructor's satisfaction." Some instructors may be satisfied with
less than others. Agreement should be
reached as to specifically what consti-
tutes "satisfactory."

. . . in accordance with the performance
guide."

The performance guide simply tells
II what" happens during task performance,
not "how well" it should happen. Tha
"how well" should be addressed in the
standard.

. .. in accordance with manufacturer's
specifications."

.

Many manufacturer's "specifications"
are only procedural steps taken in task
performance, and are not standards of
excellence expected as a result of per-
forming the task. A product standard, or
only key pcInts in the process should be
measured.

follow established procedures." The "established procedure" has already
been outlined in the performance guide.
The standard should specifically state
what the "procedures" followed should
produce.

Terms such as "adequately," "correctly,"
"properly."

Such terms are not specific enough to
assure that the same interpretation will
be applied by evaluators.

... performance will be evaluated by the
instructor."

See above.

"Task must be performed in a safe manner." This is an assumed requirement of all
task performance, and lends little credi-
bility to the performance objective.
Specific safety precautions should be
described in the performance guide.

Verifiable means that competencies should be grounded in present labor market
circurnstances or based on projected future conditions. Review of competencies by
consumer groups helps assure that the total set is complete, realistic, and feasible, and
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that the capabilities included are appropriate5 necessary, and important. Verification
(also called validation) helps to prioritize the competencies to determine which are
essential and which are not. The scope of coverage issue emerges when each competency
statement seems to engender five more. Decisions on what to exclude often are as hard
as those on what to include.

The constituency review process can also be used for periodic updating of the competen-
cies. Changes in labor market situations and participant needs ought to be reflected in
the competency statements, including necessary additions, deletions, 'nd modifications.

Competency statements serve as the basis Zor proof of gain if they are well developed,
tightly written, and possessed of all required parts. The actual evidence of gain is
produced by all major systemic elements working together in a congruent fashion.

Development and Writing

There are several discrete steps in developing competency statements:

o Identify the program goals and participant-related learning objectives.

o Select the competency area (pre-employment/work maturity, basic education,
job specific skills).

o Specify the competencies the skills, knowledge, attitudes, and behavior
grouped under each major category which flow from the program purpose and
desired enrollee outcomes.

o Determine relevant indicators of successful performance that have predictive
validity for each of the competencies. Indicators are those actions that when

properly accomplished demonstrate competency achievement. It is important
to define or explain what indicators mean.

o Select appropriate measurement techniques, instruments, and scoring methods.
Many times, "what you show" is as important, or more so, than "what you know."
Knowledge about interviewing, being on time, fixing a tire, installing an electric
fixture, or repairing a small appliance is no substitute for actually doing it!

o Decide on the level of performance necessary to meet competency criteria. This
level of achievement (or '-)enchmark) should be reasonably stringent so that thqse
successfully attaining it will have accomplished a baseline of acceptable perfor-
mance equal to or greater than that expected in the labor market. It is

anticipated that program teaching and training capabilities will enable many
more enrollees to succeed than not.
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It is necessary to maintain a constant vigil over the reasonableness and legitimacy of
competency criteria. In addition, words used should be explicit and precise so that intent
does not get lost or misconstrued in execution. Robert F. Mager, one of the early
masters, provides some fine examples of words open to mis)interpretations in his 1962
volume Preparing Instructional Objectives (p. 11):

Display 3.

WORDS OPEN TO MANY

INTERPRETATIONS

to know

to understand
to really understand
to appreciate
to fully appreciate
to grasp the significance
to enjoy
to believe
to have faith in

WORDS OPEN TO FEWER

INTERPRETATIONS

to write
to recite
to identify
to differenziate
to solve

of to construct
to list
to compare
to contrast

* * *

Writing competency statements follows completion of the developmental steps and
adherence to the safeguards. In order to meet the requirements of a sufficientl/
developed youth employment competency system, competency statements should contain
the following three items: 1 the skill knowled e attitude, or behavior to be
demonstrated; (2) the level of achievement or benchmark to be attained; and (3) the
means of measurement to determine that the required proficiency has been gained.
Competency statements should delineate: what is to be learned? how well? how/by what
means it will be ascertained that learning to that degree has occurred? Use of indicators
as descriptors is desirable, but optional.

Competency statements have a wide variety of formats including, but not limited to:
o sentence, matrix, and instrument, all with or without indicators depending on the

nature of the competency
o multiple benchmarks and means of measurement, and
o the "given" approach.
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A competency statement in the form of a sentence with indicators, as well as the three
necessary ingredients, could appear as follows:

o Participant will demonstrate punctuality (competency) by being on time, present
at program station, and ready to commence activities (indicators) 90% of the
time (covering a pre-determined period of at least 10 consecutive working days)
with prior notification of tardiness given and excuse receved in all instances
(benchmark) as evidenced by time cards, participant observation, and supervisor
report (means of measurement).

The same statement in matrix format would read:

Figure 2.

Competency Area: Pre-Employment/Work Maturity

Competency Indicators Benchmark

o Punctuality o on time

o present at program
station

o ready to commence
activities

o 90% of time
(covering at least a
10-day working period)

prior notification
of tardiness

any lateness excused

Means of Measurement

o time cards

o participant
observation

o supervisor report

Competency statements in the form of a sentence with no indicators, yet all necessary
components, could appear as follows:

o Participant will demonstrate proficiency in diesel mechanics (competency) by
attaining a passing score (benchmark) on both parts of the AIR occupational
competency test (means of measurement).

o Participant will demonstrate proficiency h TV repair (competency) by attaining
a passing score (benchmark) on both parts of the NOCTI Student Occupational
Competency Achievement Test (means of measurement).
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The same statements in matrix format would read:

Figure 3.

Competency Area: Job Specific Skills

Competency Benchmark Means of Measurement

Diesel Mechanics Passing Score

TV Repair Passing Score

Both parts of AIR occupational
competency test

Both parts of NOCTI Student
Occupational Competency Achievement
Test

Organizing the format of competency statements can be an exercise in eViciency for a
locality. Having a lot of narrowly-focused competencies can increase the number of
measurement episodes. However, choosing widely-scoped competencies can reduce the
measurement workload. The burden can be reduced further by putting the ;,,dicators
appropriately grouped right into the measurement instruments as iter as in the
examples in Figure 3. Collapsing numerous indicators of a single competent a rating
form, scoring sheet, or checklist (and incorporating them into the actual II et. urement
dynamics as well) reduces strain on the system and improves overall manageability. Such
compression folding indicators into measurement instruments should be done when-
ever possible.

Usually, career decision making and labor market awareness encompass at least several
competency statements each, and a correspondingly large number of indicators. The
following two examples (Figures 4 and 5) show how carefully selecting the appropriate
competency statement format can help streamline the measurement process with
absolutely no reduction in quality. Use of the same measurement instrument as both a
pre(assessment) and post(evaluation) tool, as well as a means of recording/documenting
needs and gains, can prove to be quite efficient and effective.
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Figure 4.

*Instructions for Segments 1 and 2: Participants should be scored on how well they
master the requirements of the program site. Raters should observe participant
performance, and objectively score (them) according to the following scale:

Rating Scale for Segments 1 and 2

5 Excellent
4 Good
3 Satisfactory
2 Fair
1 Needs Improvement

Superior Performance
Outstanding Performance
Acceptable Performance

Below Average Performance
Unacceptable Performance

Segment 1. Item a. Career Decision Maldng: Assessment and Evaluation Format
Participant demonstrates proficiency in career decision making by attaining a score of
80% on the following indicators, evidenced by questions and answers.

Indicators

1. Identification and discussion of five values in relationship to work,
with an explanation of their importance.

2. Identification and discussion of five interests and aptitudes in
relationship to work, with an explanation of their importance.

3. Identification and discussion of five skills/abilities in relationship
to work9 with an explanation of their importance.

4. Explanation of a model for decision making as it applies to career
choices.

5. Choice of a career goal consistent with stated values, interests,
aptitudes, and skills/abilities.

6. Comparison of present assets with general occupational requirements
and identification of (at least) five personal strengths and five
personal constraints.

7. Formulation of a logical and realistic career plan, listing specific
steps needed to maximize positive resources, overcome obstacles, and
achieve career goal. (attach copy)

Total Possible Points 35

Total Achieved (with no score less than a "3" allowable for attainment cf
competency*)

Percentage

Competency Attained: Yes No Date

*Notes/comments should be added for each score less than a "3".

* A *
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Figure 5.

Segment 2. Item b. Labor Market Awareness: Assessment and Evaluation Format
Participant demonstrates proficiency in labor market awareness by attaining a score of
80% on the following indicators, evidenced by questions and answers.

Indicators Score (1-5)

1. Identification and discussion of six sources of data on
employment openings and job characteristics.

2. Description and explanation of the process of obtaining
work, and the differences between the procedures
followed by large and small employers.

3. Statement of six reasons why people lose jobs.

4. Recognition and utilization of twelve vocabulary words used in the
world of work.

5. Identification of (at least) two occupational clusters and two
occupations in each cluster, utilizing the career field results
of the self knowledge activities.

6. Listing three reasons why each occupation is of interest.

7. Listing five skills associated with each of the selected occupations.

8. Statement of the growth potential for each of the chosen occupations.

9. Listing (at least) ten characteristics of each selected occupation,
including educational prerequisites, training options, qualifications/
entry requirements; job tasks/duties, working conditionrienvironment,
personal tools/equipment needed, starting wages/pay, benefits,
potential for promotion, and job satisfaction.

10. Listing (at least) five employers in (geographical) area who hire per-
sonnel for the chosen occupations by name, address, phone number,
classification ie.g., retail sales/construction), scope of operations
(i.e., national, state, and local), and number of employees.

LI. Identification of employer expectations, policies, and procedures
and employee rights, responsibilities, and obligations at (at least)
two area employers in the selected occupations.

12. Listing (at least) five advantages and five disadvantages of being
hired by two area employers in the chosen occupations.

Total Possible Points 60

Total Achieved (with no score less than a "3" allowable for attainment of
Percentage competency*)

Competency Attained: Yes No Date
*Notes/comments should be added for each score less than a "3".

* * *
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Purchased items such as standardized reading and math tests come equipped with
competencies, achievement levels, measuring schemes, and built-in indicators.

For those localities uncomfortable with uni-dimensional approaches to competency
statements, there is the multiple format. This, simply put, involves only one skill,
knowledge, attitude, or behavior, but can include two or more strands of benchmarks and
means of measurement. The multiple format may be illustrated as follows:

The participant will demonstrate proficiency in interviewing (competency) by
achieving a score of 90% (benchmark) on the XYZ Multiple Choice Test on
Interviewing Techniques (means of measurement), and by attaining a rating of
80% (benchmark) on the ABC Mock Interview Episode (means of measurement).
This can also be graphically displayed as shown in Figure 6.

Figure 6.

Competency Area: Pre-Employment/Work Maturity

Competency Benchmark(s) Means of Measurement

Interviewing Score of 90% XYZ Multiple Choice Test on Interviewing
Techniques

Rating of 80% ABC Mock Interview Episode

In writing competency statements, the field of education often uses the words "given" or
"provided" to set forth the limitations and conditions under which performance is
occurring. As long as the three required items are present, this format is fine, according
to the user's preference. Some examples of the "given" approach are:

o Given a written test (means of measurement) containing 20 problems requiring
the multiplication of complex fractions (competency), the participant will
multiply 16 out of 20 correctly in 25 minutes (benchmark).

o Provided 5 passages in a reading exercise (means of measurement) requiring the
inference of information not directly stated in the material (competency), the
young person will answer 32 out of 40 questions correctly, for 80% accuracy
(benchmark).
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For consistency, competency statements involving sentence, matrix or instrument formats
should all use words in the same form. For example, the desired properties of an
application could all be listed as nouns: neatness, completeness, legibility, accuracy, etc.
Or, these characteristics could be set forth in verb-adjective style: is neat, is complete,
is legible, is accurate, etc. Such similarity allows raters and scorers to be free from the
distraction of moving from pronoun to adverb to gerundive, and lets them concentrate
more on what the participant is doing.

In writing competency statements, it is important to use action verbs that specify definite
outcomes constituting achievement of learning objectives. Examples of such verbs are:

o defines o differentiates
o describes o writes
o identifies o lists
o explains o assembles
o computes o builds

o demonstrates o calibrates
o names o drills
o solves o connects
o diagrams o constructs

It makes sense for all of the competency statements operative in an SDA to be in the
same format at least by competency area. However, there are eases where young
people are referred for basic education assistance or job skill training to educational
agencies, vocational or proprietary schools, apprenticeship projects, Job Corps etc. It is
impractical to expect these institutions to change their whole game plan around for one or
two JTPA young people. In those instances, the program should design and utilize special
formats for writing/translating competency statements, listing services received, and
recording measurement results and participant achievements. This is further discussed in
Chapters 11, 12, and 13.

Once competency statements have been developed, a printed competency "spread-sheet"
containing all of the program's competency statements ought to be physically included at
the beginning of the system (as represented on paper). It can serve to organize the rest of
an SDA's youth employment competency package, and provide a foundation or antecedent
for other systemic elements, as will be seen in a subsequent chapter. The following is an
example of a spread-sheet:
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Figure 7.

Pre-Employment/Work Maturity Competencies "Spread Sheet"

(The participant is
proficient in...)

Skill/Behavior

I. Job Seeking:
a. Career Decision Making
b. Labor Market Awareness
c. Applications
d. Resumes
e. Interviews

II. Job Keeping:
f. Punctuality

g. Attendance

h. Attitudes

i. Appearance

j. Interpersonal Relations

k. Task Completion

(as demonstrated by
attaining this...)

Level of
Achievement/Benchmark

Score of 80%
Score of 80%

Score of 80%

Score of 80%

Score of 80%

Score/Rating of 90%

Score/Rating of 95%

Rating of 80%

Rating of 80%

Rating of 80%

Rating of 80%

* * *
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(on the...)
Means of

Measurement/Evahmt Ion

Segment 1 of Checklist
Segment 2 of Checklist
Sample Application Form

Resume Exercise
Mock Interview Episode

Part 1 of the
Participant

Part 2 of the
Participant

Part 3 of the
Participant

Part 4 of the
Participant

Part 5 of the
Participant

Part 6 of the
Participant

Program Site
Review Form
Program Site
Review Form

Program Site
Review Form

Program Site
Review Form
Program Site
Review Form
Program Site
Review Form



C. Employer Involvement Competencies are identified for particular reasons and
selected through the utilization of certain processes. Underlying the definitions and the
formulation of competency statements are the rationale and derivative mechanics of the
total effort.

PICs seem to rely on a range of starting points in their strategies for establishing youth
employment competeney systems: client-centered needs, employer/private sector vali-
dated requirements, school/training institution/military service/apprenticeship agency
entry qualifications, or historical, politically-entrenched, service delivery provision reali-
ties. There seems to be four means that localities are using in setting up their
competency-based mechanisms. Either they (a) create their own structure, content,
procedures, and sequencing, (b) borrow tools, methods, and techniques from systems
presently existing in the public domain (SDAs, program operators, local education
agencies), (c) purchase commercially available packages, or (d) blend/meld some or all of
these.

Deciding on the program's purpose what is to be taught? why? to whom? by whom?
how? when? where? directly involves the concept of youth employment competencies.
The ideal way to approach program design is by embracing the "gap" theory. The "gap"
theory counsels the analysis of both labor market needs, including employers, schools,
training facilities, and the armed forces, and labor force characteristics, including general
proficiency levels of JTPA eligible populations in the three competency areas. Mis-
matches between the two should be clearly delineated. Competency-based programs are
then developed to equip the labor force population to meet the demands of the labor
market institutions.

Such an idea is certainly not new, but many programs seem to have drifted away from a
multi-dimensional attempt to meet participant requirements in terms of young persons'
learning deficits, as well as employer expectations and various admissions standards or
acceptance criteria. Those localities bound to the realities of political retrenchment may
have to choose competencies based on what is already being done. Nobody really loses in
those instances, but few youth get to flower as they might under different circumstances.

Determining the specific competencies to be included in the system can be a tedious, yet
rewarding undertaking. Often a long, difficult consensus-building process involving
colloquia, compromise, and collaboration precedes feelings of value, acceptance, and
ownership. Part of the effort entails answering the most basic of all questions: "What
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should attaining competencies mean to a young person?" Who, in fact, weights the blocks
in the following table? While blocks 1 and 4 are fairly obvious, blocks 2 and 3 give cause
for serious reflection concerning philosophical and pragmatic priorities.

Figure 8.

#1 2

(+) Attained Competencies (+) Attained Competencica
(+) Obtained Job (-) Did Not Obtain Job

Good! 9

#3 #4

(-) Did Not Attain Competencies (-) Did Not Attain Competencies
(+) Obtained Job (-) Did Not Obtain Job

9 BAD!

The move from reflection to action is made by devising a strategy to discover accurate
data on local labor market demands and potential participant training and service needs,
with the key inquiry being: "What are the main skills, knowledge, attitudes, and behavior
that young people should have in order to succcessfully enter and stay in the work force in
this area?" Such a strategy is most often realized in the form of an employer survey.

The key steps in conducting employer surveys are:

o determine the data to be collected
o select whom to ask

o ascertain the method of gathering information

o obtain input, and

o analyze the results.

Employer surveys are carried out primarily through interview instruments completed over
the phone, in person, or returned through the mail. Framers of employer surveys should
be aware of the frequent disparity between stated hiring standards and the actual
competency requirements of the workplace.

The following sample (Display 4) of a youth employment competencies needs survey was
used by the Tri-County Consortium, Rock Island, Illinois, with its own private industry
council. It can certainly be adapted for dissemination to other major actors in the labor
market. Two additional examples may be found in the appendix section keyed to this
chapter.
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Display 4.

Competency Survey
(Given to PIC Members)

I. Job Keeping Skills

The following is a list of job-related characteristics/abilities. Please circle the
appropriate letter as to whether you believe each ability is:

a) absolutely necessary for an entry-level employee in order to succeed.
b) desirable for an entry-level employee, but not necessary in order to succeed.
c) unnecessary for an entry-level employee in order to succeed.

1. Ability to read b c
2. Ability to write legibly a b c
3. Ability to add numbers a b c
4. Ability to subtract numbers a b c
5. Ability to gel: along with others a b c
6. Ability to deal with pressures to get the job done a b u

7. Ability to follow rules and policies a b c
8. Willingness to do parts of the job one mvy not want to do a b c
9. Possesses good work attitude a b c

10. Follows job safety and health rules a b c
11. Holds a job that matches one's interests and abilities a b c
12. Works without supervision, if necessary a b c
13. Ability to deal with unexpected things that occur a b c
14. Knows what kind of work one wants to do a b c
15. Dresses properly a b c
16. Lists job interests, skills, and experience for an employer a b c
17. Knows where to look for information about jobs one has or

would like to have
a b c

18. Ability to tell others what one is doing or what one
wishes done

a b c

19. Understands what is expected when starting a new job a b c
20. Manages one's work time and activit:ps a b c
21. Demonstrates initiative a b c
22. Follows written instructions a b c
23. Follows oral instructions a b c
24. Ability to implement the most efficient method of doing

a job
a b c
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25. Knows when one's own work is being done well a b c

26. Willingness to use new approaches to work when given
the chance

a b c

27. Willingness to take chances that may result in rewards a b c

28. Possesses problem-solving skills a b c

29. Accepts guidance and criticism from supervisor a b c

30. Expresses interest and enthusiasm a b e

31. Works well as a "team" member a b c

32. Asks questions a b c

II. Please identify any job-related abilities/characteristics not mentioned above which
you feel are absolutely necessary for an entry-level employee to succeed.

III. Job Seeking Skills

Please rate the following job-seeking abilities as:
a) absolutely necessary to obtain employment.
b) desirable, but not necessary.
c) not necessary to obtRin employment.

1. Provides employer with a typed resume a b c

2. Ability to call companies to discuss the possibility of
openings

a b c

3. Ability to complete an application form a b c

4. Knows where to look for a job a b c

5. Asks employer questions during interview a b c

6. Writes a thank-you letter after interview a b c

7. Knows about the company before interview a b c

8. Provides employer with written recommendation a b c

9. Dresses appropriately a b c

10. Possesses self-confidence a b c
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IV. Please identify any job-seeking abillties not mentioned above which you feel are
absolutely necessary to obtain employment.

V. How often can an employee be late before he/she would be "in trouble":
a) once a month
b) twice a month
c) once every two months
d)

(Other to be supplied by you)

VI. How often can an employee be absent before he/she would be "in trouble":

a) once a month
b) twice a month
c) once every two months
d)

(Other to be supplied by you)

VII. Any commer ts regarding skills/abilities we must teach youth in order for them to be
successful in the "world of work"?

* * *



The information obtained through employer surveys, after appropriate synthesis, can serve
as the basis for finally selecting the competencies to be taught. Localities displaying

initiative in this arena use committees, task forces, and work groups operating in open
forum sessions. These bodies are composed of individuals representing a wide range of
local interests and concerns: the PIC, business and industry, education, the administrative
entity, labor, government, community-based organizations, proprietary schools, youth
serving agencies, apprenticeship councils, program operators, military recruitment
offices, parents, and, occasionally, youth.

Su Lh groups can be helped to function more efficiently by giving the major actors a
purpose or reason for being involved, showing them it's in their own best interest,
delineating clear expectations and realistic timeframes, reinforcing the partnership
concept, and using intermediary organizations, like the local chamber of commerce, as
appropriate.

The final sto of the com etencies on their od sse to official a 8 royal is "reco ition" b

the Private Industrs Council. Competency statements become the articulation of the
skills, knowledge, attitudes, and behavior that will equip participants to move from their
pre-program circumstance to a desired post program labor market status.

This PIC recognition is a necessary feature of a sufficiently developed youth employment
competency system. States have ascertained PIC approval of competencies through
required procedures such as: letters, sign-off forms, taped or written minutes of the
meeting at which recognition occurred, and signatures on the plan itself.

The National Association of Private Industry Councils of Washington, D.C., has published
an excellent document in this area. It is entitled Youth Programs and the Job Training
Partnership Act Developing Competency Standards: A Guide for Private Industa
Council Members.
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D. Foundation Competencies Some ynuncr oople are simply unwilling or unable to make
a commitment to an occupational choi" .9 others at this age will change their minds a
number of times before they finally juttle down to a particular type of work. This raises
the issue of whether programs should focus on: a) generalizable, transferable compe-
tencies, b) skills, knowledge, attitudes, or behavior related to specific jobs, or c) both. To
date this has been a question largely confined to localities. However, it could soon evolve
into a matter for state policy.

In January of 1984, the State of Colorado required SDAs, to indicate in their plan which
competency categories were selected/adopted, and why any of those available were not.
The State of Texas, in December of 1984, adopted the "equity principle" to foster
meaningful, comparable, and quality youth employment competency systems at the local
level. This action was founded upon the following rationale:

"...the concern about integrity of the performance standards system is
grounded in the fact that competency terminations may be counted as
positive terminations in calculating the youth positive termination rate
and the youth cost per positive termination; therefore, the meaning of
having 'attained employment competencies' should be somewhat consis-
tent across SDAs in order for the performance standard and perfor-
mance incentive award systems to be considered fair to all SDAs. For
example, if one PIC prescribed ten competencies related to getting and
keeping a job while another PIC required that a participant only be able
to complete a job application, and both SDAs received positive termina-
tions as a result, the performance standard and incentive award systems
would be compromised considerably. For this reason, the State is
committed to a primary role in assuring some consistency and minimum
standards for SDAs who wish to count competency terminations." (p.6)

To this end, the State of Texas requires that any SDA offering pre-employment/work
maturity must address each of nine capacity designations by developing a minimum of one
competency statement for each of them.

It is suggested that additional criteria be generated for each designation to assure that
essential capabilities within each are covered. The nine competency classifications are:

1. Career Decision Making
2. Local Labor Market Information
3. Sources of Job Leads
4. Job Applications
5. Job Interviews
6. Employee/Employer Rights and Benefits
7. Rules of the Workplace/Organization
8. Following Instructions
9. Effective Communication on the Job.
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The Texas policy does not specify competency content, benchmarks, means of measure-
ment, or particular indicators. It doesn't seem to infringe on local rights. SDAs itill have
a great deal of flexibility and latitude, and they collaterally benefit frczn improved
commonality across localities.

Can a state mandate establishment of one, some, or all competency areas? Probably not.
It does, however, seem eminently reasonable and permissible for a state to call for certain
generic competency classifications to be addressed within a competency area once an
SDA has decided to implement that area. Localities would decide the "how's, when's,
where's, to whom's, and by whom's." The "why" is implicit, and the "what" is explicit. The
institution of generic competency requirements could do as much for substantive
credibility and consistency, as the introduction of sufficiently developed system
requirements will do for structural and procedural integrity and comparability. It is

important to understand that this depends on, and will be enhanced by, voluntary SDA-
State cooperation.
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4. Assessment and Evaluation
A. Approach In competency-based programming, participant-related measurement pro-
vides the data base upon which to make decisions, determine status, predict actions, and
assign awards. Information about young people is obviously quite Important, but the
process of obtaining it can put a real drain on program resources. Therefore, there should
be a sound reason for gathering every item of information. Data should not be collected
without such a purpose.

No measurement device yields perfectly accurate results on the level and nature of a
young person's capabilities. Measuring youth to ascertain learning requirements and/or
accomplishments should be done with great care, because subsequent utilization of the
findings could have a significant impact on a young person's life.

An SDA must have operative assessment and evaluation procedures in place to meet the
requirements of a sufficiently developed youth employment competency system. After a
brief explanation of assessment and evaluation, the discussion in this chapter will turn to
general measurement precepts and practices which usually apply to both. More specific
focus on measurement approaches related to particular competency areas will occur in
chapters eleven, twelve, and thirteen.

There are several key queries to be answered in the process of choosing measurement
strategies:

o Why measure?

o Measure what?

o How?

o Who is to be measured by whom?

o When and where?

The first three questions will be addressed in this section, while the last two are
integrated into the discussion in Section C Selection.

Why Measure?

Measurement is conducted for the following purposes:

o screening and selection for program entry
o delineating learning deficits
o formulating employability development plans
o admitting young people to particular projects or components
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o assigning youth to services and sites
o determining progress for guiding movement out of one lesson/activity and into

another
o ascertaining achievement as the basis for program exit.

Not all youth are necessarily candidates for all program services. JTPA stresses that
youth should be in need of and capable of benefiting from program participation. Having
a pre-enrollment checkpoint can help avoid bad experiences for young people and negative
terminations for the program by gathering data to answer two questions:

1. Can the youth's service requisites be met by existing offerings?
2. Does the youth have the capacity to make it through the program and acquire at

least baseline competencies?

The concept here is not one of "screening out" in the pejorative sense, but rather one of
maximum use of available resources. It is pragmatic, too. For example, program "X" has
most of its funds allocated to job skills training courses in classroom format. There are
some basic education classes in reading and math funded with the rest of the dollars. The
overall time per participant is limited to eight months. The lowest reading level required
to function in any job skills training course is 9th grade. This course (with the 9th grade
reading level requirement) happens to be the shortest five months. A young person
reading at less than the ninth grade level would thus have three months to increase his/her
proficiency, using program "X's" learning package, which has a maximum possible gain of
one year-level capacity per one month of instruction. A young person would need to read
at or near the sixth grade level at program entry to have a good chance of gaining
remediation, and then progressing through skill training.

Prior to enrollment, it makes sense for "X" to give applicants short reading or math
"locator" tests and check their existing capacities against a catalogue of those required to
function in the program. Comparing applicants' abilities against the prerequisites of the
least stringent course with time factored in for available remediation would provide
a basis for avoiding a probable failure for the youth and loss of precious program
resources. The principles seem quite extrapolatable to other situations.

Any data generated in pre-enrollment reviews should be incorporated into later measure-
ment procedures, if appropriate.
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Assessment, although a bit further along on the continuum, should be designed to provide
answers to the same questions about need for and capability of benefiting from the
program, yet with more depth and scope. Assessment the up-front portion of
measurement may be the system's weak link. Given present resources and constraints,
assessment could still be done far more thoroughly and intensely than currently practiced
without an unbearable drain on money, time, and staff.

Assessment should at minimum cover goals, interests and aptitudes, personal and
situational strengths and weaknesses, competency levels (relevant to those taught in a
particular SDA), and prior work, education, training, and military service. Interests and
aptitudes are important to gauge because young people tend to do better in learning if
"potential" is buttressed by the motivation of personal preference.

Data generated through the assessment process provide the basis for participant diagnosis,
prescription, and treatment, including preparation of the EDP, assuring satisfaction of
entrance qualifications for certain service units, and matching youth to the appropriate
project setting at the proper level (assuming the learning process is individualized).
Assessment information can also be most useful in counseling young people.

Any pre-conditions established for admission to a particular activity or component, or for
assignment to a certain contractor or site, should take the form of written criteria with a
solid competency derivation. It bears repeating that a young person should not be placed
in a situation in which he/she has almo-'- no chance to succeed. Failure all too often
becomes a reinforcer, albeit a negative oi

Finally, assessment furnishes the proof of licipant competency defi-ciencies at the
start of the program. Positive terminations °or the attainment of youth employment
com etencies cannot be counted unless a determination of enrollee needs has been made
at assessment.

Evaluation (often called post assessment) concentrates on the measurement of program
outcomes. both intermittent and final. Interval progress checking on a periodic basis
provides feedback (a) to participants on their advancement in acquiring the competencies
delineated on the EDP, and (b) to programs on whether a young person is ready to progress
to a different learning segment or activity. If competencies are not being achieved,
checking at such intervals can identify "trouble spots" and trigger special intervention to
assist youth in meeting their learning objectives with enough time left to do some good.
If progress is being made, positive reinforcement could motivate youth to do even better.

15

4 2



When evaluations are being done, the results should always be explained to enrollees. Any
differences ought to be resolved in a productive manner.

Evaluation provides the evidence of participant competency accomplishment at the end of
the program. Positive terminations for learning_ gains related to pre-established youth
employment competencies may only be counted if participant achievement met or
exceeded the PIC-recognized criteria. Eventually, it would seem wise to extend
evaluation into follow-up to ascertain the post program retention of youth employment
competencies.

Measure What?

Measurement should be directly related to the competency areas (pre-employment/work
maturity, basic education, job specifk skills) to be taught in a program, the learning
domains (cognitive, affective, psychomotor) involved, and the competencies (skills,
knowledge, attitudes, behavior) to be acquired. The confluence of these factors
necessitates careful consideration in determining a measurement approach, especially in
the cognitive-affective and cognitive-psychomotor fields. For example, is it better to
"know" that one should interact well with co-workers, or is it better to "show" that one
can actually get along with co-workers? Should an emergency medical technician just
describe CPR orally or in writing? Or should he/she actually have to demonstrate
performance? The purpose of measurement, and the area-domain-competency emphasis,
will drive the protocol and procedures used. From this point, the focus of attention moves
to embrace the "how's" that will measure the "what's'."

How?

All measurement consists of three phenomena the stimulus, the response, and the
accounting. The participant is given a stimulus (e.g., a request for information, directions
on how to act in unfamiliar circumstances, or an appliance to fix). He/she reacts with a
cognitive, affective, or psychomotor response which is then accounted for, or scored.

These phenomena are roughly paralleled by the psychometric parts of a measurement
approach the type, the instrument, and the scoring mechanism. There are three types
of measurement (question and answer, observation, and product review). Each type of
measurement has a variety of instruments, e.g., question and answer (true/false, multiple
choice, open-/close-ended questions), observation (simulations, mock episodes, "real
world" situations), and product review (work sample, performance test). Although
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interactive, the observation formats usually have printed instructions and guidelines for
conducting them, thereby enabling them to be categorized as instruments. The various
types of measurement-instrument combinations can be scored through answer keys,
checklists, rating scales, or narrative reports. The type of measurement inherently
provides the stimulus, the instrument furnishes the means to elicit and record the
response, and the scoring mechanism enables raw findings to be accounted for
interpreted and translated into usable data. Figure 9 offers a general depiction.

Figure 9.

Type of Measurement
(Stimulus)

Instrument
(Response)

Scoring Mechanism
(Accounting)

o QUESTION/ANSWER TEST BOOKLET (with form on which to DOT HOLE KEY
fill in one circle out of four for
every item)

o OBSERVATION WRITTEN INSTRUCTIONS (might also CHECKLIST
use videotaping for later reviewing)

o PRODUCT REVIEW SPECIMEN WORKSHEET (job applies- RATING SCALE
tion to fill out)

EQUIPMENT (outboard motor to NARRATIVE
assemble) REPORT

Some measurement packages have everything included in a self-contained fashion.

Measurement focuses on processes (the means of doing things) and products (those things
that were done in the end). Processes are usually measured by observation and, to a lesser
degree, by question and answer, e.g., reasoning and analytical capacities. Products are
usually measured by product review, and also by question and answer, e.g., language arts.

Observation generally covers affective attitudes and behavior in pre-employment/work
maturity, basic education, and job specific skills. It includes actual events, simulations,
role playing, and interactive sessions.

Product review usually encoMpasses psychomotor proficiency in job specific skills and, to
a greatly reduced extent, in basic education skills for (physical) handwriting. This

category entails occupational performance tests, "hands on" episodes, licensing examina-
tions, and work samples such as the Jewish Employment Vocational Service Work Sample
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System, the Singer Vocational Evaluation System, and the Valpar Component Work Sample
System.

Question and answer generally covers cognitive knowledge in pre-employment/work
maturity, basic education, and job specific skills. It includes: true/false, multiple choice,
matching, completion/fill in-the-blank, open/close-ended questions; name/list/explain/de-
scribe formats; short/long essays; paper/pencil, audiovisual, and computer exercises; and
oral interchanges. This type of measurement allows for both "set" answers in acquired
knowledge, such as true/false questions in social studies, and "original" answers in applied
knowledge, such as reasoning through a philosophical contradiction.

There are two other means of measurement that have emerged due to the exigencies of
running programs. They are nowhere near as well established as the three principal types
of measurement, but do bear mention because of their use.

The first is the status-background review, and it concentrates on issues such as: Has a
person ever worked? If so, was he/she ever fired for cause? If the young person wasn't
ever released with prejudice, how well did he/she perform at the prior position in relation
to this program's competency criteria? Such information could be obtained from a youth
through self reporting, or it can be procured by checking with former employers, schools,
training facilities, military service branch, employment and training projects, etc. This
contact can be made in person, by phone, or through the mail. Interaction with people is
better than reviewing written records, because records usually provide time-based
information, not data founded on proficiencies. Interviewing main actors in a young
person's background can provide not only chronological history and status, but can also
yield information on any competency achievements. If it is not possible to conduct
interviews or review files, then it makes sense to devise a rating scale, checklist, or
narrative report based on the program's competencies for representatives of institu-
tions in the participant's past to fill out. When using the mail, the form should be sent
along with a cover letter stating the purpose of the effort, a return-addressed, stamped
envelope, and a release of information form signed by the enrollee. When reviewing
background, it may be helpful to check out correctional facility experiences, as well as
volunteer involvement and significant avocational, hobby, and leisure time activities.
Letters of reference/recommendation from previous employers, teachers, supervisors,
etc., can be most helpful in a status-background review.
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The second is the proxy-"quick look," and it uses one instance or event as a representation
of others like it. Needs in pre-employment/w Drk maturity can be ascertained by checking
parts of the regular intake procedure, like performance in filling out the program
application form, to detect any problems there. If a young person brings no resume and

has no idea what one is or looks like instant competency deficiency! Rating perform-
ance in the intake interview can determine need for assistance in interviewing. In

addition, this interview (again, part of the intake procedure) can yield proof of deficit in
appearance, attitude, and interpersonal relations. If youth are tardy for or miss program
appointments without prior notification need for help in punctuality and attendance!
General behavior and demeanor can be quite easily discerned throughout the total intake
experience. This "short scan" should carefully note existing circumstances and empirical
findings which underscore such determinations. There should be written descriptions
covering what was decided about the youth, how the decision was made, by whom, when,
where, and why. Most places that determine need through such a process use checklists or
rating scales, with room for comments or notations.

Checklists and rating scales seem to be the most widely used scoring mechanisms. A
checklist is a form containing a predetermined set of specifications or criteria t6
determine the presence, absence, or frequency of particular actions or outcomes.
Checklists do not measure quality or intensity, but rather are used in "either/or"
situations and generally consist of statements requiring "YES" or "NO" answers. An

example of a checklist item is:

"application was signed in ink Yes No

A rating scale is a form which permits instructors and supervisors to score gradations in
performance and behavior based upon judgments and observations. Rating scales are not
as limiting as checklists, and enable scorers to determine the quality of performance or
the degree and intensity of behavior on a format ascending from low to high. An example

of a rating scale item is:

"ability to follow directions
5-Excellent 4-Good 3-Satisfactory 2-Fair 1-Unacceptable."

Conventional wisdom holds that checklists are for use in the measurement of process,
while rating scales are most appropriate for the measurement of product endeavors.
Psychometry stricture notwithstanding, both of these scoring mechanisms have been used
quite well across the country for observation of process and product review of outcomes
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in the affective and psychomotor domains. To a lesser extent, the same is true of
narrative reports or logs. Answer keys are almost always used in question and answer
measurement of process and product in the cognitive domain.

Rating scales have an advantage over checklists in that the latter ascertains that
something happened, while the former tells "how well" it was done. Information from
rating scales is easier to analyze and interpret than data from open-ended questions
presented in oral or written fashion.

Measurement should be conducted in as rigorous a manner as j,ossible so that the same
tools can receive uniform application over a wide number of sites, e.g., a career decision
making checklist or a worksite supervisor participant rating form. It is imperative to
precisely define what the elements of a checklist or rating scale mean. Clear, agreed
upon, well understood, and consistently acted upbn definitions eliminate much of the oft-
perceived arbitrariness of competency formulation, and help obtain more accurate
findings. Without explanation, "shows initiative .. . frequently" could mean eleven
various things to ten different people (youth and adults) at nine separate sites. It is of
paramount importance to assure that the skill, knowledge, attitude, or behavior being
measured is in fact what was intended to be measured.

For checklists, only those factors critical to ascertaining the presence or absence of the
competency under consideration should be included. A checklist should be easy to read,
follow, and use, with items sequenced logically. The same holds true for rating scales.
For rating scales, the gradations of performance should be evenly spaced and well defined
to clearly denote separate levels. The midpoint of the rating scale is often used to reflect
what is held to be minimally acceptable, e.g., "average." Rating scales are generally set
up so that the high point (e.g., "superior") is on one end and the low point (e.g.,
I/unsatisfactory") is on the other.

All scorers should be thorou hlK trained on the intention and utilization of the measure-
ment tool. This should facilitate a common denominator effect. "Guest" evaluators from
the community, e.g., personnel officers or master craftspersons, often join instructors,
employers, and counselors in scoring participant efforts in a wide variety of endeavors.
(They may also help elicit the response, as in a mock interview episode.) Most checklist
and rating scale forms request comments where low scores were received and ask those
scoring what the youth could do to effect improvement.
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Terminology is very important in measurement, especially when potential labeling is
involved. Although some extra effort is required, it is important to avoid as much as

possible words connoting or denoting failure, such as "flunked," "failed," "poor," "no

good," "awful."

The following examples show some of the terminology employed in five and three point

rating scales, and two point checklists. Note how the rating scale midpoint seems tc
always be in the "adequate" range on the five point graphic. This is done so that when an
average score of four on each item is required to attain competency, program officials

can say, "We expect our youth to perform at better than an 'adequate' or 'average' level."

Figure 10.
(#5) Rating Scale: Terminology Suggestions

by Numerical Category
(Choose One Horizontal Set, or Mix n' Match Any Old Way!)

(High) (Low)

5 4 3 2 1

Excellent Good Average Below Average Unsatisfactory

Superior Outstanding Satisfactory Fair Needs Improvement
(proficiency) (proficiency) (proficiency) (proficiency) (proficiency)

Superh Commendable Acceptable Improving Unacceptable

Definitely Yes Probably Yes Uncertain Probably No Definitely No

Always Usually Sometimes 'Seldom Hardly Ever

Strongly Agree Agree Undecided Disagree Strongly Disagree

Far Exceeds Exceeds Standards Meets Standards Below Standards Far Below
Standards Standards

(for entry level (for entry level (for entry level (for entry level (for entry level
employment) employment) employment) employment) employment)

Fully Skilled Very Skilled Moderately Skilled Partially Skilled Marginally Skilled
(91-100%) (81-90%) (71-80%) (61-70%) (1-60%)

Constantly/ Frequently Occasionally Rarely Almost Never
Invariably

(91-100% of time) (81-90% of time) (71-80% of time) (61-70% of time) (1-60% of time)
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Figure 11.

(#3) Rating Scale: Terminelegy Suggestions
by Numerical Category

(Choose One Horizontal Set, or Mix n' Match Any Old Way!)

(High) (Low)

5

Exceptional

Successful
(performance)

Regularly

Figure 12.

3 1

Adequate Unsuccessful

Passable Inadequate
(performance) (performance)

Intermittently Not Very Often

(#2) Checklist: Terminology Suggestions by Value Category
(Yes 1/No 0)

(Choose One Horizontal Set, or Mix n' Match Any Old Way!)

Yes No

Acceptable Unacceptable
Satisfactory Unsatisfactory
Accomplished Not Accomplished
Adequate Inadequate
Proficient Not Proficient
Always Never
Agree Disagree
Skilled Unskilled
Occurred Did Not Occur
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In addition to labeling concerns, it is equally important to make the meaning of every
item unambiguously clear. This is sometimes done with different indicator-like explana-
tions of each rating point on the scale per skill, knowledge, attitude, or behavior
measured. The following two displays from the Maryland State Department of Education's
publication, "How to Evaluate Students in a CBVE Program," are illustrative. Display 5 is
very comprehensive, yet uses words in the first two columns that might be a bit too
emotive. There is also no quantification at all. Display 6 is very comprehensive, and it
uses more appropriate/less inflammatory terms even though covering several of the same
competencies. Also, there is a much greater effort toward quantification. (See Displays
5 and 6.)

To meet the requirements of a sufficiently developed system, youth employment
competencies must be quantifiable, and by extension measurement tools should be
quantifiable also. Checklists and rating scales can both be quantified. Checklist results
can be expressed numerically by assigning a value of "1" for "yes" and "0" for "no,"
determining the totp.1 of items scored as "yes," and comparing that amount against the
standard to discover if competency was achieved. Rating scale results can also be
expressed numerically by identifying the rating for each item (e.g., on a 1-5 format),
totaling them all, and comparing the sum against the criteria to see if competency was
attained. The scores from both can be expressed either in raw numbers or percentages,
with the latter being the more widely used and recommended alternative. On a ten item
mechanism, eight "yes's" on a 1-0 checklist format equals a raw of 8 or a score of 80%.
On a ten item mechanism, ten "4's" on a 1-5 rating scale equals a raw of 40 or a score of
80%.

Rating scales and checklists can coexist rather well, and often complement each other.
However, it is important to keep elements of both from being in the same measurement
tool. Rating scale items have performance ranges while checklist items present an
either/or choice "yes" or "no." The criteria against which a sample application is scored
often include "legible, neat, complete, accurate, signed, dated," etc. The first four items
can have a rating spread or be scored on a yes/no basis. But the application is either
signed and/or dated, or it is not. Mixing all six in the same rating scale as presently
constituted is non-productive and could indicate a system's ragged edges.

The examples in Display 7 and Figure 13 checklist and rating scale show each in a
quantifiable format with means for competency determination included.
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Di spl ay 5.

Sample V - RATING SCALE ON GENERAL WORK HABITS

.Audent's Name

WORK HAAITS AND ATT/TODES EVALUATION FORM

Eater's Name Date

Total Days Absent Excused Uneaccused

WORK HABITS ignores
directions

Follows some
directions, works

inefficiently

Follows directions
and works
satisfactorily

Steady
conscientious

worker

SAFETY HABITS
Sloppy &
hazardous to
self & others

Fair, needs
baprovement

Generally
works asfely

Meets required
refetY standards

WORK AREA
NEATNESS

Very sloppy,
inconsiderate

Forgetful and
unconscientious

Adequate Thorough

WORK AREA
ATTENDANCE

Often not
in work area

Makes excuses
to leave

Generally in
work are*

Seldom leaves
work area

SELF-ESTEEM
Does not display
self-confidence

Insecure,
Self-conscious Balanced attitude

Positive
self-evaluation

INTEGRITY
Not

trustworthy Erratic Sincere dependable

ConscientiousRESPONSIBILITY Unreliable
Sometimes
reliable

Usually
reliable

MOTIVATION Apathetic
Seldom

motivated
-Generally
motivated

Int

in est .

INITIATIVE Requires constant
pressure

Needs occasional
prodding

Does assigned
work

Occasionally
seeks extra

work

EFFORT Quitter Applies
minimal effort

Shove
satisfactory

effort
Shows growing

determination

PEER RELATIONS Uncooperative
Sometimes hard
to work with

Generally
cooperative

Works very well
with others

LEAOERSHIP Does not
lead

Follows
well

Shows leadership
when requested

Voluntarily
displays
leadership

REACTION TO
AUTHOR/TY Hostile Indifferent Accepting

Generally
cooperative

PERSONAL
APPEARANCE Sloppy

Needs
improvement. Acceptable

Neat &
attractive

Teacher's Comments:

Very accurate
rassurceful
and efficient

Nest,
conscientious
and careful

Pride in
overall

appearance

Always where
assigned

Self-confident
and secure

Exceptionally
trustworthy

Very
reliable

Highly involved
aud motivated

Seeks and
recognizes

work to be done

Determined
persevering and

diligent

Outgoing, warm
end cooperative

Consistent
leader

Exceptionally
cooperative

Exceeds
requirements
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Sample Il - The rating scale below would be most useful when used to evaluate a student on the job.

It could be used by the employer to rate a student on work experience. The evaluation would be

turned into the school or teacher at the end of the experience or on a weekly basis.

cn

SUPERVISED WORK STUDENT RATING FORM

Directions: Rate the student on each of the following items by circling Stodent's Name

the appropriate numbers. If the item does not apply circle

"a", If you do not have sufficient information to respond Rater's Name

to a particular item, circle "b". Add comments to the last

page which may help in understanding apd counseling the Date of Rating

student. This form is to be completed weekly and returned

to the appropriate person each week,

1. I WOULD RATE THIS STUDENT:

1

very inde-

pendent

2 3 4 5 a b

independent dependent only dependent very de- does not insufficient

except,when on non-routine pendent apply information

faced with tasks

change

i 2 3 4 5 a b

2. WHEN FACED WITH CHANGE, displays exhibits exhibits tend- displays displays does not insufficient

THIS STUDENT: adequate flexibility ency to resist consistent excessive apply information

flexibility under most change resistance rigidity

conditions to change

1 2 3 4 5 a b

3. WITH REGARD TO MATURITY, always generally occasionally frequently generally does not insufficient

I WOULD RATE THIS STUDENT'S stable stable unstable unstable unstable apply information

BEHAVIOR AS:

1 2 3 4 5 a b

4. IN WORK SITUATIONS INVOL- seeks to be participates participates avoids refuses to does not insufficient

VING A GROUP, THIS STUDENT: involved willingly when encour- partici- partici- apply information

aged pation pate

1 2 3 4 5 a b

5. IN RESPONSE TO SUPERVISION, accepts passively accepts but resents rejects does not insufficient

direction accepts resents & rejects authority apply information

authority authority some di-

rection

2 3 4 5 a b

6. I WOULD RATE THIS,STUDENT'S excellent very good average fair poor does not insufficient

RECEPTION OF COMMUNICATION apply information

AS: ---------

THIS STUDENT:

1
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Display 7.

Sweating A Joint Checklist

Student's Name: Date:

Evaluator: Title:

Directions: Place a one (1) under the Yes column if step was performed properly and a
zero (0) in the No column if the step was not performed properly.

1. Clean pipe properly (steel wool, wire
brush, sand paper, file, emery cloth)

2. Apply flux to cleaned area with proper
applicator

3. Etc.

Total Score Achieved: 6

Total Score Possible: 6

Minimum Mastery Level Score: 5

YES NO

1 0

1

Comments

(NOTE: You may also use this format to evaluate the product as well as the process and
the scoring would be the same. This would be a useful way to evaluate a task
when you would want to access both the process and product together.)

(NOTE: There are other variations of the previous samples illustrated here. However,
from these you should be able to develop checklists for tasks in your program.
You may want to add a section for amount of time that it took the student to
complete the task.)

(Source: "How to Evaluate Students in a CBVE Program," Maryland State Department of
Education, 1978, p. 8)

* * *
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Figure 13.

*Instructions for Parts 3-6: Participants should be scored on how well they meet the
requirements of the program site as observed by the supervisor, instructor or counselor,
according to the following scale:

Rating Scale for Parts 3-6

5 Excellent
4 Good
3 Satisfactory
2 Fair
1 Needs Improvement

Part 3. Item h. Attitudes: Evaluation Format

Superior Performance
Outstanding Performance
Acceptable Performance

Below Average Performance
Unacceptable Performance

Participant demonstrates proficiency in attitudes by attaining a rating of 80% on the
following indicators (covering a pre-determined period of at least 10 consecutive working
days), evidenced by observation of performance.

1.

2.

3.

4.

5.

6.

7.

Indicators

Adherence to site rules, regulations, policies, conduct code, and
safety practices.

Active/interested participation.

Proper work/study habits.

Assumption of responsibility (and seeking additional duties/
assignments when able).

Showing initiative and concern for quality of work.

Willingness to learn.

Attentiveness.

Total Possible Points 35

Total Achieved

Rating_ (1-5)

(with no rating less than a "3" allowable for attainment of
competency*)

Percentage

Competency Attained: Yes No Date

*Notes/comments should be added for each rating less than a "3".

* * *
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The cognitive learning domain deals with participant knowledge of facts, data, and related
information. The affective learning domain encompasses enrollee attitudes, behavior,
feelings, and beliefs. The psychomotor domain entails teaching youth manipulative skills
at a level which will enable them to perform successfully on the job. The proficiency
levels of young people can be determined through performance tests in which participants
are required to perform a particular task using certain equipment and materials.

In ascertaining what approach to use in competency measurement, multivariate factors
will be encountered. The convergence of these variables has been represented in Figure
14 in an attempt to depict in simple fashion the complexity involved. Remember that
it is also necessary to consider the purpose of measurement.

Figure 14 is not meant to provide a mindset that these converging points are the only ones
possible. Other patterns can emerge, e.g., demonstrating spelling proficiency by actually
filing fifty randomly selected folders correctly, with no mistakes, as measured by a work
sample conducted in an office setting.

Measurement approaches should furnish the information necessary to make determinations
about whether benchmarks/levels of achievement have been attained. Careful considera-
tion ought to be given to whether the same instruments should be used in pre/post
measurement. It usually requires a judgment call on a competency by competency basis,
as does a decision on whether to allow participants to practice on the exact instruments
to be used in evaluation. A test-retest may, in fact, be required. This compares
performance at one time with performance on the same instrument at a later time.

The "quiz" in Display 8, from "How to Evaluate Students in a CBVE Program," should give
some indication of progress to this point. Answers are in the appendix to this chapter.
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FIGURE 14,

INTERACTIVE CONVERGENCE OF FACTORS RELATED TO DETERMINING A MEASUREMENT APPROACH

INTERRELATIONSHIPS OF

KEY MEASUREMENT VARIABLES

PRE EMPLOYMENT/WORK MATURITY BASIC EDUCATION JOB SPECIFIC SKILLS

TYPE/

STIMULUS

INSTRUMENT/

RESPONSE

COGNITIVE

LAHOR MARKET

INFORMATION

AFFECTIVE

TASK COMPLE.

TION

............................
PSYCHOMOTOR COGNITIVE

SPELLING

AFFECTIVE

NON.VERBAL

COMMUNI.

CATION

PSYCHOMOTOR

HANDWRITING

(PHYSICAL

QUALITIES)

COGNITIVE

AWARENESS

OF FILING

PROCEDURES

AFFECTIVE

HANDLING

CUSTOMER

COMPLAINTS

,

PSYCHOMOTOR

PIPE

THREADING

QUESTION AND

ANSWER

PAPER/PENCIL TEST A A A

SPOKEN

INQUIRES/REPLIES

A A

COMPUTER PROGRAM

OBSERVATION

REAL WORLD SETTING B/C/(D) BIC B/C/(D)

SIMULATED SITUATION BIC/(D) B/C NOD)

ROLE PLAYING

EPISODE

B/C/(D) B/C B/C/(D)

PRODUCT

REVIEW

WRITING EXERCISE B/C

WORK SAMPLE ... B/C
,

B/CAD)

PERFORMANCE TEST

LICENSING EXAM

.. B/C B/C/(D). --- B/C/CD)

SCORING MECHANISM/ACCOUNTING LEGEND:

A ANSWER KEY/CODE

B i CHECKLIST

Ci RATING SCALE

Di NARRATIVE REPORT

( ) USED, BUT NOT MUCH
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Display 8.

Selecting The Best Test Method

Match the appropriate test with the performance objective.

Directions Read the following performance objectives. Circle the evaluation method
which would be most appropriate for assessing students according to the desired behavior.
Check your answers with the ones on the answer sheet.

Performance Objective 1 Given a diagram and description of a Super C Engine, the
student will name and identify the major clutch parts. The test must be completed with
100% accuracy.

A. Ask the students to list the major clutch parts on a Super C engine and answer,
using an essay test, how they function.

B. Ask the students to draw a Super C Engine and label the vaAous parts.

C. Give the students a diagram of the Super C Engine and ask the students to label
the major clutch parts.

D. Ask the students to list the major clutch parts of the engine and look up the part
numbers in a manual.

Performance Objective 2 Given information from the "Exotica Plant Manual" on 15
foliage houseplants that are grown in the greenhouse, the student will identify the 15
plants on sight and will list the environmental conditions required for the plants (including
light, water and temperature). Acceptable performance requires 90% accuracy.

A. Give the students an identification test using real plants and ask them to list the
appropriate environmental conditions for the plants.

B. Give a matching, true-false or multiple choice test to the students with the plant
names and environmental conditions listed on the test

C. Give the students a fill-in-the-blank or completion test. The questions would
deal with the various plants and their environmental conditions.

D. Ask the students to look up the environmental conditions of the plants and write
them down on paper.

* * *
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B. Major Concerns In order to meet the requirements for a sufficientl develo ed outh
employment competency system, a local Jurisdiction should make sure that the measure-
ment approach used is valid, reliable, and free from content, cultural, sexual, ethnic, and
stereotypical bias. Results reported to the state for use in determining performance
standards incentive awards would then be regarded as more credible and legitimate.
Outcomes reported to SDAs for use in obtaining performance-based contract incremental
payments would be regarded as more accurate and accountable. A number of states,
including Georgia, North Carolina, and Oklahoma, have established policy level require-
ments for valid and reliable measurement. There is plenty of legal precedent and case
law for the anti-bias requirement.

Simply stated, validity means that a measurement approach measures what it purports to
measure, psychometrically and practically, with the emphasis on the latter. To determine
validity one ascertains: (a) structural, contextual, sequential, and procedural adequacy,
and (b) freedom from ambiguity. Validating a measurement approach usually involves
using a group representative of the population on which it is to be applied.

Reliability means that a measurement approach measures what it purports to measure on
a consistent and accurate basis, yielding comparable results at different times. A

determination of reliability involves conducting an inter-rater reliability check and field
testing the measurement approach in the environment in which it is to be used.

The validity and reliability requirement may be seen as onerous. The counter argument is
an invitation to explain why measurement should occur that is not valid and reliable,
especially when it could affect the future of program participants. There need not be a
mass movement toward formal instrummtation, nor a disquieting apoplexy at spending
precious dollars to "sanctify" measurement. It is intended that states confer with SDAs
who, in turn, get 'together with their subcontractors to establish common sense definitions
and parameters for monitoring validity and reliability. The requirement is seen as
providing the impetus for such an effort.

There are other major concerns about the characteristics of a measurement approach
which are certainly "should's" and "ought to's," but which don't qualify as "must's" just yet.

They include:

o content validity extent to which the content of the measurement approach
reflects/represents the topic (learning domain and

skill/knowledge/attitude/behavior) being measured.
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o concurrent validity extent to which a score on a particular measurement
approach correlates/agrees with a score obtained from other "acceptable"
approaches which might provide the same type of information (about those
people being measured).

o curriculum validity extent to which the measurement approach represents the
curriculum taken by those being measured.

o instructional validity extent to which curriculum objectives were translated
into topics actually taught.

o internal consistency extent to which scores on different parts of the instru-
ment taken at the same time are consistent.

o differential predictability extent to which a particular measurement approach
yields different predictions for different groups (e.g., male/female).

o predictive validity extent to which the measurement approach predicts/pro-
jects the future performance of those being measured.

All too often, tests for job performance used by employers to make hiring decisions are
not founded on the predictive validity of the tests or the performance which can be
expected on the job. Such exams may frequently relate to academic measures with no
proven relationship to the job tasks to be performed. Employer screening tests appear in
too many instances to be based on cognitive abilities rather than hands-on performance.

Some people get hired who do well on written tests but not on the job, while others don't
get hired who could do well on the job but not on written tests. Because such bias cuts
across racial and sexual lines, there is need for more valid tests. Employment and
training practitioners could help by working with employers whenever possible to
eliminate such practices, which may constitute job obstacles to participants. Program
operators should also make sure that their own procedures aren't tainted in such a manner.

To check for bias in a measurement approach, review more than the tools; look closely at
accompanying manuals, materials, and reporting formats. Consult the literature. Give
careful attention to who will interpret the results, and how they will be interpreted.

An objective taeasurement approach contains items for which correct responses may be
set up in advance. Scores are unaffected by the opinion or j,,zdgment of the scorer unlike
subjective measurement in which different persons may assign quite different scores to
the same participants in the same episode.
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Subjectivity is reduced when measurement instruments are consistent in design and use
and scoring is based upon the application of well defined criteria by people who
understand what they are doing. However, subjectivity is sometimes hard to avoid. In

answer key situations, some interpretation and judgment takes place on the part of the
scorer in open-ended questions and essays. No harm is done, if "informed" subjectivity is

exercised. In checklists, rating scales, and narrative reports, varying degrees of
discretion are present. Checklists, with their right or wrong posture, offer the scorer
little margin for error. Narrative reports provide wide latitude in which to translate
participant performance into descriptive evaluations. They are not used enough to be a
matter of major concern. The biggest problem occurs with rating scales and their posture
of looking at what occurred and how well it was done.

Rater subjectivity can make decision makers wspect the data collected through rating
scales and necessitate other information to be gathered in order to buttress the ratings.
Clarity and precision of meaning help decrease the opportunities for rater subjectivity.

Pivotal steps which can be taken to mitigate the effects of subjectivity in measurement
conducted through rating scales, checklists, and narrative reports, include:

o careful selection of scorers (e.g., intake workers, project staff, counselors,
instructors, site personnel, and community volunteers)

o in-depth orientation and training of scorers on meaning of terms and directions,
conducting of procedures, and handling of results in an accurate and consistent

fashion

o pilot testing the checklist and/or rating scale by having two or more people score
the same participant(s) in relation to the same situation or product two or more
times, and determining inter-rater and intra-rater reliability.

The State of Texas policy calls for the following steps to overcome "purely subjective
observation":

"If observational techniques are used, any locally developed instruments
need to be reviewed for appropriateness to the local labor market by a
number of employers or other objective parties previous to supervisor
or instructor use. This review may reveal the need to refine language,
change the weighting of one or more items, or otherwise modify the
instrument. Also, training on how to use observational instruments
guards against overly subjective evaluations. SDAs may use standard-
ized, previously validated tests if they do not have the in-house
capability to develop and field test instruments." (p. 8)
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The institution of all these actions informed choosing, comprehensive training, and
thorough field testing has a common denominator effect on subjectivity. Objectivity
becomes the mode, with room still present for the influence of site specific circum-
stances. Comparability of results makes them more useful to participants and the
program. The following graphic keyed back to Figure 14 shows even more steps in
the complex path toward determining a measurement approach. (See Figure 15.)

Determining the appropriate measurement approach often involves deciding between
criterion-referenced tests and norm-refereneed tests. Criterion-referenced testing
measures a participant's performance in relation to a predetermined, absolute standard,
and provides explicit information concerning what he/she can or cannot do, independent of
the performance of others. If the enrollee perform, well enough, he/she achieves the
competency; if not, then he/she does not. Norm-referenced testing hidicates the relative
standing of young people with respect to a given skill, knowledge, attitude, or behavior. It
compares a youth's performance with the performance of others. A participant can only
attain the competency if he/she does better than enough other enrollees. It seems that
prevailing opinion is in favor of young people being judged with respect to how they stand
relative to what they are learning, not how each one stands in comparison to others.



FIGURE IS.

"CHECKING UNDER THE HOOD"
* Mark each box with a check If the

'major concern' conditions have been met

for the applicable measurement approach.

MEASUREMENT APPROACH

...........
MAJOR CONCERNS

VALIDITY RELIABILITY

FREEDOMFROM

CONTENTBIAS

FREEDOMFROM

CULTURALBIAS

FREEDOMFROM

, SEXUAL BIAS

FREEDOMfROM

ETHNICBIAS

FREEDOMFROM

STEREOTYPICAL

BIAS

OBJECTIVITY

o PEIWM . COG . Labor Market

Information . QIA - PaperlPendl -

AK

A PE/WM AFF . Task Completion -

Obsn . Real World Setting .

CIRSI(NR)

i.......,
o BE COG . Spelling .CVA.Spoken

Inquiries/Replies.AK

o BE .AFF. Non Verbal

Communication Obsn . Simulated

Situation . ORS

o BE . PM . Handwriting - PR -

Writing Exercise . CIRS

,

':.5 . COG -Awareness of Filing

Procedures -Q/A . Computer

Program -AK

o JSS . AFP Handling Customer

Complaints .Obsn - Role Playing -

C/RSI(NR)

o JSS . PM -Pipe Threading . PR .

Work Sample. ORS/NR) ,

,

LEGEND: PE1WM = Pre-Employment/Work Maturity; BE = Basic Education; JSS = Job Specific Skills; COG = Cognitive; AFF Affective;

PM = Psychomotor; Q/A Question and Answer; PR = Product Review; AK Answer Key; C = Checklist; RS : Rating Scale;

NR = Narrative Report; ( ) Used, but not much.
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C. Sciection Measurement approaches can be created, purchased, obtained from public
sources, or assembled with parts from some or all of these alternatives. The most
important thing of all is to have a measurement package that makes sense and is
congruent with pivotal program factors such as:

o competencies to be taught
o targeting, screening and selection
o characteristics and learning needs of participants
o employability development planning and site assignment
o available activities, services, and curricula offerings
o type of results sought
o labor market conditions
o instructional technology used
o counseling methods employed, and
o configuration of the service delivery system.

It is important to kaow the reason for measurement, the setting in which it will be
conducted; the frequency with which it will occur, and who is to be measured by whom.
Also, it helps to know whether or not there is to be uniform application of the same
approach to different sites. The issue comes down to developing one's own or using
existing tools.

Starting from scratch is expr e. Estimates place the cost of developing one
occupational skills test at $20,000- Staff time spent in development can also be costly. In
addition, those who are charged with creating measurement approaches really ought to
know what they are doing.

Many service delivery areas are presently using some form of measurement. It is
worthwhile to consider upgrading this situation by using existing commercial packages or
public domain formats rather than developing new tools. The expense is generally likely
to be less, and the technical quality will usually be higher, at least for published tests.
Published tests are generally reviewed extensively, pilot tested, and revised before
publishing. They should still be determined congruent to the program and relevant to the
particular situation, however. Both published and unpublished measurement tools ought to
be carefully reviewed to be sure that they can provide useful results.
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Utilizing Present Resources

Using existing measurement approaches is the alternative to developing your own. Those
who wonder about the availability of measurement tools have never been to any education
fairs or testing "shows." There are literally hundreds of commercially available packages

for measuring learning listed in company catalogues the "glossies." Such formal

(published) devices are largely standardized designed to be administered and scored
under uniform conditions, used to obtain comparable measures in different settings, and
usually interpreted in terms of predetermined norms.

A great deal of work on participant measurement in employment and training programs
has been done under government contract. The procedures developed in these efforts can
be obtained without cost if they can be located, which is not always easy. Start by asking
around at meetings/conferences. Check with folks in various JTPA profes..onal associa-

tions or run a small request in trade papers/journals. Viet local educators (they really

have some good stuff). Work through the Educational Resources Information Center

(ERIC) Clearinghouse. Searches conducted through ERIC, operated by the National
Center for Research in Vocational Education of Ohio State University, generally yield

bountiful results. Check with the Department of Labor, which has conducted extensive
research and development activities in measurement over the past two decades. Other

sources include the Job Corps, vocational-technical education systems, apprenticeship
councils, the job service, and the military (the Armed Services Vocational Aptitude
Battery-14 involves no dollar cost to users).

Whether preferences run to commercial products or those grown in the public domain, it is
important to make sure that the measurement approach selected is suitable to or usable in

the locality. Users should try to avoid making decisions quickly based on too little

information. Try not to get overwhelmed by the number of tools available or their
seeming complexity. Let sales people make their pitches, but turn them off when the

pressure starts. The "best bargain on earth" will probably be there tomorrow. If not,

others always seem to be there as replacements. Should hardware and software be

involved, try them out "hands on." Getting empirical evidence for one's self somehow

appears more effective than taking somebody else's word about "cut rolls." It is axiomatic

that fiscal paucity does not serve as an acceptable excuse for sacrificing measurement
excellence and utility.
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In determining whether or not a measurement al' proach fits, it is important to ascertain
that the following qualities are present:

o validity, reliability, and freedom from bias
o technical soundness and absence of negative side effects
o relevance to the intended purpose, subject matter, competency statements,

environment, and participant population
o satisfactory scope, depth, and coverage of pertinent items
o appropriateness of content, procedures, reading, language and math levels
o clarity, understandability, and completeness of instructions
o solidity of format
o convenience, availability, and accessibility
o adaptability to project settings
o timeliness, applicability, and sufficiency of findings
o speed, efficiency, and effectiveness of administration, scoring, and interpre-

tation of data
o reasonableness of preparation required to conduct (i.e., most localities neither

have nor can afford Ph.D. psychometricians to conduct their participant
measurement)

o acceptance by staff, participants, service providers, employers and other
consumers, and

o manageability of resource requirements.

An SDA ought to know in advance and in detail the resource requirements for a
particular variety of measurement fiscal, temporal, spatial, material, pere.tmnel. How
much does it cost? How long does it take to conduct? How much room is required? What
equipment is needed? What number of staff have to be involved? If the answer to any of
these queries poses an insurmountable barrier, the approach under consideration may not
be the best one to use. It also makes sense to check out the flexibility of the
measurement tool, i.e., whether the tool can be separated into sections for use in shorter
sessions, or has to be conducted entirely in one long episode.

In looking at a measurement approach, it is important to read test manuals, instructions,
users' guides everything possible, including any published reviews or articles. This can
help potential users discover the statistics used, score reporting procedures, potential
measurement error or misinterpretation of data, and inadequate preparation of admini-
strators. It may also turn up some instances of out-of-date or unfair instruments, and the

58
68



overuse of particular tests. Abstracting a measurement approach can help put it into
perspective. One method for loing this (Figure 16) appears as follows:

Figure 16.
Measurement Approach Abstract

Title:
Author:

Availability:
Publisher
Cost
ERIC

Description:
Purpose/Content
Domain
Competencies Addressed
Descriptors (used for classification of tool)
Number of Items
Type of Item (e.g., true/false, multiple choice)
Intended Population
Age/Grade Level
Forms (number of forms in which instrument is available)

Example Item:
Administration:

Time
Response Mode --
Scoring

Test Data:
Validity
Reliability
Bias

Comments: * * *

"Who scores" is a most relevant question where peTformance-based contracting is used,
especially with the strong probability of payment p,..tints hinging on the attainment of
youth employment competencies.

"What scores" is the more appropriate question when applied to computer

managed/assisted instruction.

In the search and selection process, it seems only fair to review measurement instruments
in a competency mode. The checklists in Disolays 9 and 10 provide good examples of how

this might be done.
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Practitioners and policy makers at the local level may, on occasion, need some outside
agsistance in selecting a measurement approach. They should always refer to the
American Psychological Association Joint Technical Standards for Educational and
Psychological Testing first for matters of technical import. If quandaries arise which
require the human touch, there are numerous psychometrists, educational testing and
measurement specialists, and consultants. Should an outside person assist an SDA by
developing a measurement approach, the format in Display 11 may be used to evaluate the
output of this technical assistance.
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Display 9.
Performance Test Checklist

Directions: Indicate with a check whether each of the following items was performed at
an acceptable or unacceptable level. All items must receive an acceptable rating.

Acceptable !Unacceptable

GENERAL REQUIREMENTS:

1. The situation or task is appropriate for the objective.

2. The evaluation device is appropriate (checklist or rating
scale).

THE CHECKLIST:
3. Space is provided for student's name, date, evaluator's

name, etc.

4. Directions are clearly written.

5. The items are clearly written and easy to interpret by
student and teacher.

6. The items are arranged in the sequence in which they
are performed.

7. All important steps of the process are included.

8. All necessary columns for evaluation are provided.

9. Space is provided for comments.

THE RATING SCALE:

10. Space is provided for student's name, date, evaluator's
name, etc.

11. Directions are clearly written.

12. The items are clearly written and easy to interpret by
student and teacher.

13. The rating scale contains appropriate choices for rating
a student's work.

14. The items are arranged in the proper sequence.

15. All qualities of the product, as implied by the objective,
are included.

16. Space is provided for comments.

(Source: "How to Evaluate Students in a CBVE Program," Maryland State Department of
Education, 1978, p. 12)
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Display 10.
Attitude Assessment Checklist

Directions: Indicate with a check whethe L. each of the following items was performed at an
acceptable or unacceptable level. All items (unless not applicabl.) must receive an
acceptable rating.

Acceptable Unacceptable N/A

1. There is space for student's name, date, and
evaluator's name.

2. Directions or ratings are clearly defined or
described.

3. All items are stated at the comnrehension level
of the student.

4. The item or problem is stated so that it will
reveal that the student is progressing toward
achieving the objective.

5. The items (or checklist or rating scale) are in a
logical sequence.

6. Acceptable responses are identified.

7. Points to be given for acceptable responses are
specified.

8. For an oral or essay exam - the item does not
require a simple "yes" or "no" answer.

9. An appropriate rating is used.

(Source: "How to Evaluate Students in a CBVE Program," Maryland State Department of
Education, 1978, p. 28)
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Dispiay 11.

"In Re T.A."

1. Were specific competencies selected? How were they selected?

2. Were test specifications prepared, including item formats, appropriate vocabulary
and number of test items per competency?

3. Was a list of items matched to competencies developed?

4. Were test items edited?

5. Was the content validity of test items determined?
were content specialists, e.g., employer representatives, instructors involved?
were student response data collected?

6. Was a re-edit of test items performed?

7. Has the test developer ensured that the test does not violate equal employment
opportunity or other legislation, court decision or standards, i.e., Uniform Guidelines
on Employee Selection?

8. Were the following steps completed while assembling the test?
determined the length;
selected the test items;
identified conditions for giving the test;
prepared directions for both giving and taking the test;
prepared test layout and test booklet;
prepared scoring key;

prepared answer sheet.

9. Were standards set for interpreting individual performance?

10. Was the test administered?

11. Were reliability, validity and norms information collected?

12. Were a user's manual and a technical manual prepared?

(Source: Benchmarking and Assessment: An Approach to Developing Youth Employment
Competencies, Gerri Fiala, June 7, 1982, pp. 69-70)

* * *
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Any measurement approach developed should be periodically reviewed for refinement and
updating, especially in cases where there are changes in major parts of the program like
target group emphasis, teaching techniques, overall goals, or competencies to be learned.

In setting up a measurement approach, extra care should be taken to eliminate factors
which would cause "negative test behavior." Many young people already have a history of
failure by their mid-teens, which manifests itself in test phobia tuning out, giving up, or
turning off. These young people frequently lack the "test wiseness" of their older peers.
Their fear, refusal to try, quick discouragement, and low self-esteem are fanned by:

o directions that are not understood either in written or oral form
o instruments with reading levels that are simply too high
o item content, designed for children, which may be simple enough to understand,

but uninteresting or insulting (this can damage motivation to perform), and
o seeming irrnlevancy of the measurement approach to their daily lives.

Centralized measurement is usually preferable to decentralized measurement, with the
emphasis being similarity in approach and procedure, not necessarily physical occurrence
in a single place. Methods for screening, determining need, satisfying entry requirements,
making activity and site assignments, and ascertaining gain should be comparable if not
standardized across an SDA. Checking participant progress at intervals may not be
amenable to a commonality framework, especially in localities with scattered service
providers and less than optimum coordination. Measurement for instructional manage-
ment has varying requisites for scope, frequency, intensity, and quickness of turnaround,
depending on each youth's circumstances and the nature of his/her learning progression.

In nearly all situations, it is helpful to have at least one staff person with expertise in
measurement to ensure that things are done properly. This includes linking psychometric
principles with program pragmatics working with counselors and instructors to make
sure that appropriate content is being measured and that participant characteristics are
well understood. Such interaction is even more important given the increasing use of
computers in measurement and teaching.

In a growing number of localities, agencies are seeking to establish coordinated measure-
ment approaches. Doing this generally requires a formal or informal agreement which
specifies the rationale, policy and procedural guidelines, roles and responsibilities, and
means of quality control. The following graphic suggests an outline for such a venture.
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Display 12.

Format for Agreements

1. Introduction or statement of the nature of the agreement.

2. Purpose and goals.

3. Administrative relationship.

4. Referral procedures.

5. Service provisions.

6. Financial responsibilities.

7. Exchange of information.

8. Joint community relationship.

9. Functions of operating personnel.

10. Statement of time, duration and revision of the agreement.

(Source: Strategies for Developing a Coordinated Vocational Assessment Process for
X2M, Vocational Studies Center School of Education, University of Wisconsin-Madison,
March, 1983, p. 59)

* * *

Such a coordinated approach can benefit service providers and those being served. It
improves communication between agencies and maximizes services. Measurement results
are more fully incorporated into the structure of each youth's individual training or
education plan. Measurement results may also be better used in assessing what each
young person needs to learn, and then in serving as the basis for evaluating whether these
objectives have been achieved.

When an organization moves into the realm of measurement and testing, it encounters
some additional concerns, such as equal employment opportunity, affirmative action, right
to privacy, written consent for disclosure, and related legal issues. They are as pivotal in
integrating well founded measurement approaches with the institution of competency-
based employment and training systems as are answers to the why, what, how, who, when,

and where questions previously posed.

65

75



Findings from sound measurement approaches MI 1%; ui as vital constituent elements
of:

o program management and administration
o client flow coordination
o requests for proposals
o planning and funding

o performance-based contracting
o monitoring

o performance standards incentive awards
o project modifications and revisions, and
o corrective action.



Creating Anew

There are those who will want to develop their own measurement tools. They may
consider oral and written questions which measure whether people have acquired
knowledge or can apply kuowledge, e.g., by mentally solving a problem. Seems simple

enough, until the time comes to consider the advantages and limitations of various
question types: multiple choice, true/false, matching, completion, short answer, and
essay. The graphic on the following page show*, come of the "early" concerns in doing your

own. (See Display 13.)

After digesting the advantages and disadvantages of the different varieties of questions,
some will still want to pursue creation. When developing written or oral questions, they
should be able to answer all of the general queries in Display 14 in the affirmative. (See
Display 14.)

Assuming that the inquiries in Display 14 are handled adequately, those still wishing to
develop their own question and answer tools move on to more in-depth exercises. They
should be able to answer all of the more specific queries that follow on multiple choice
and open-ended questions in Display 15 with the same unanimous voice of affirmation.
(See Display 15.)
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Display 13. Advantages and Limitations of Written Test Items

Type of
Test Item Advantages Limitations

Multiple
Choice

1. Eliminates subjective scoring.
2. Reduces guessing.

3. Is versatile can be used to
measure recall of knowledge or
application of principles.

1. Is difficult to write good items.
2. Is sometimes hard to find good

options.

3. Requires longer student response
time than true-false items.

True-False 1. Allows the instructor to ask
questions about a large content
area in a short amount of
student time.

2. Eliminates Fubjective scoring.
3. Is a realistic task for many

students in that they are often
asked to judge the truth of a
statement in real life.

1. Encourages student guessing.
2. Is often misused to test unimpor-

tant or highly specific informa-
tion.

3. Is fairly limited to recall of
information.

4. Is difficult to construct good,
unambiguous items.

Matching 1. Can test large amount of
factual information in a rela-
tively short time.

2. Eliminates subjective scoring.
3. Is useful in assessing student's

ability to match words with defi-
nitions, events with places, con-
cepts with words or symbols, etc.

1. Is often difficult to develop a
good set of matching items.

Completion 1. Reduces the chances of the
student guessing the correct
response.

2. Is relatively easy to construct.

1. May not be as objective to score
as multiple choice, true-false, or
matching.

2. Is limited to recall of informa-
tion rather than application of
principles in new situations.

Short Answer
and Essay

1. Is relatively easy to construct.
2. Can measure more types of

complex achievement.

3. Can place emphasis on larger
units of instruction.

4. Requires the student to organ-
ize an original response.

5. Reduces possibility of student
guessing correct answer.

1. Is time-consuming to score.
2. Limits the area to be tested

since more time is required for
each student response.

3. Is difficult to score objectively.
4. Confounds the student's ability to

communicate in writing with the
actual ability to answer the
question.

(Source: "How to Evaluate Students in a CBVE Program," Maryland State Department of
Education, 1978, pp. 13-14)
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Display 14.

General Criteria

1. Have I avoided using items that are presented in an ambiguous fashion?

2. Have I followed standard rules of punctuation and grammar in constructing items?

3. Have I constructed only items that have right or clearly best answers?*

4. Have I kept the reading difficulty of test items low enough for the people being
tested?

5. Have I avoided constructing the items from statements taken verbatim from
instructional materials?

6. If any items are based on an opinion or authority, have I stated whose opinion or what
authority?

7. Do items avoid offering clues for answering other questions?

8. Do the items avoid irrelevant clues?

9. Have I avoided making any items overly difficult by requiring unnecessarily exact or
difficult operations?

10. Do my items avoid using words such as "always," "never," "none," "all?"

11. Have I avoided trick questions?

12. Have I checked the questions with other knowledgeable people to try to eliminate
ambiguity, technical errors, and other errors?

13. Do the questions try to measure only a single idea?

14. Have I restricted the number of question formats in the measurement instrument?

15. Were the most "valid" formats used?

16. Have I grouped questions presented in the same format?

17. Do the correct or desired answers follow essentially a random pattern?

*Applies only to knowledge tests.

(Source: Ready to Work, Northwest Regional Educational Laboratory, August, 1981, pp.
51-52)



Display 15.

Criteria for Multiple Choice Questions

1. Is each question designed to measure a desired competency?

2. Does the item stem* clearly define a problem?

3. Have I included as much of the item in the stem as possible?

4. Have I avoided irrelevant material in the item stem?

5. Have I avoided grammatical clues in the item stem?

6. Have I kept to a minimum the number of negatively stated item stems?

7. If the negative is used in an item stem, have I clearly emphasized it?

8. Is there one correct or clearly best answer?**

9. Have I avoided the use of answers such as "all of the above" and "none of the above?"

10. Have I made sure that all answers are grammatically Consistent with the item stem
and parallel in form?

11. Have I avoided stating the correct or desired answer in more detail?

12. Have I made sure that all distractors*** represent plausible alternatives to
examinees who do not possess the skill measured by the item?

13. Have I avoided including two answers that mean the same, such that both can be
rejected?

14. Have I avoided the use of modifiers like "sometimes" and "usually" in the
alternatives?

15. Have I made sure to use important sounding words in the distractors as well as in the
correct or desired answers?

16. Are all answers the same level of complexity?

17. Have I made the answers as alike in style as possible?

18. Have I varied the length of the correct answer, thereby eliminating length as a
potential clue?

19. Have I listed answers on separate lines, beneath each other?

20. Do I have sufficient questions (usually at least three) measuring each concept, to
ensure reliable results?

21. Have I used new material for the students in formulating problems to measure
understanding or ability to apply principles?
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Criteria for Open-Ended Questions

1. Are these types of questions only being used when multiple choice ones are
inappropriate?

2. Are the questions closely matched to the competencies they were written to
measure?

3. Does each question present a clear task to the student?

4. Is there sufficient time for answering questions?

5. Are examinees aware of the time limits?

6. Do examinees know how many points each question is worth?

7. Is new and/or interesting material used in the questions?

8. Do questions start with words or phrases such as "Compare," "Contrast," "Give the
reason for," "Give original examples of," "Explain how," "Predict what would happen
if," "Criticize," etc.?

9. Has an "ideal" answer to each question been prepared before administering the
instrument?

10. Have scoring procedures been established for each question?

11. Have questions been avoided which can be answered by a simple "yes" or "no?"

**

***

An item stem is the part of the question or statement presented prior to the list of
alternative answers.

Applies only to knowledge tests.

Term used to refer to incorrect answers.

(ource: Ready to Work, Northwest Regional Educational Laboratory, August, 1981, pp.
52-53)

* * *
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There are those who will want to do their own checklists and rating scales. This makes
some sense, because not as many approaches are available in the affective and
psychomotor domains as there are in the cognitive. Those developing their own checklists
and rating scales should use the guide in Display 16 to help them think through the
undertaking before actually making the attempt.

Checklists and rating scales will contain explicit criteria for measuring participant
performance, if constructed properly. Display 17 presents points to remember in
developing checklists and rating scales.

Display 16.
Observation and Product Review Development Guide

Stimulus Description

1. What form will the situation take?

a. simulated situation
b. on-the-job situation

2. What specific tasks will the examinee be called upon to do, and what will the
instructions be?

3. How will the tasks be described to the examinee?

a. no description beyond that which is regularly provided as part of the
actual work environment

b. written description
c. oral description
d. other (specify)

4. Will the criteria of acceptable performance be made explicit as part of the exercise?

a. yes
b. no

Response Description

1. What is to be evaluated?

a. a product
b. a process

2. How much evidence of proficiency will be gathered?

a. one exercise, one time
b. multiple exercises, one time
c. multiple excercises, over a period of time
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3. Will the examinee be aware that the evaluation is taking place?

a. yes
b. no

4. Describe the actual nature of the desired response.

Scoring Description

1. What will be rated?

a. overall performance
b. individual components of performance

2. State the specific scoring criteria.

3. Who will do the rating?

a. trainer/instructor
b. supervisor
c. peer
d. subordinate
e. self
f. other (specify)

4. Must the rater(s) be trained? If so, by whom and how?

5. How will the rater record performance ratings?

a. checklist of attributes present or absent
b. rating scale of degree of quality
c. verbal description of performance
d. other (specify)

(Source: Ready tG Work, Northwest Regional Educational Laboratory, August, 1981, pp.
42-43)

Display 17.
In Developi t_t Checklist

1. Each item should be stated simply and clearly so that the student, teacher, and/or
employer involved in the evaluation understands what is expected.

2. The items should be the important parts (critical steps) of the skill, not the trivial
points that are common knowledge to the student.

3. The sequence of the items should be the same as the sequence of steps needed to
complete the task.

4. Items that should be included on a checklist are:

a. Student name
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b. Date of obserN,.;.tion

e. Name cf. evalrator and title
d. Directions
e. Title a tr.14f
1. The list of items or steps that must be accomplished
g. Columns for Yes/No, Accomplished/Not Accomplished, Acceptable/Unaccept-

able. An Nfi" n01111E,:, day be needed for a situation where an item may not
apply.

h. A section fc tents about the work.
I. If students are to use the checklist, leave columns or a section for them to

evaluate their work.
j. If frN quency or time taken to perform the task is important, a column needs to

be prcvided for this information.

In Developing a Rating Seale

1. The items should include all the essential criteria necessary to have a satisfactory
product.

2. The items should be broken into components that can be rated, such as the color,
texture, appearance, and flavor of a baked cake.

3. Each component listed should be rated according to how close it 7.omes to the criteria
specified in the performance objective.

4. The overall scale should be clear, simple, and easy to use for the evaluator, and
should provide a range of choices.

5. Items that should be included on a rating scale are:
a. Student name

b. Date of observation
c. Evaluator's name and title

d. Title of the product or task being evaluated
e. Directions
1. The list of items or components that will be rated
g. A column for rating
h. A section for comments
i. If student is to rate the work, a column identical to the one that the evaluator

will use

j. An N/A column may be needed for situations where a particular item may not
apply to the rating.

(Source: "How to Evaluate Students in a CBVE Program," Maryland State Department of
Education, 1978, pp. 5-6)
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5. Emp1orIllty Devebpment Plan
The employability development plan (EDP) is a written document which highlights an
active intervention strategyfor each youth. It is formulated by program staff interacting
with the participant. The EDP (also known as individual education plan and individual
training plan) identifies;

o where the enrollee is now (assessment results, strengths, possession of "ABC"
competencies)

o where he/she wants to be (interests/aptitudes, short/long range goals and
objectives, post program labor market status sought)

o barriers in the way (assessment results, weaknesses, lack of "XYZ" competenc-
ies)

o plan of action to overcome obstacles (acquiring of "XYZ" competencies through
related activities, .valuating results (competency gains), obtaining employment).

A critical element in competency-based programming, employability development plan-
ning means more than merely completing a plan in mechanical fashion. It means
incorporating assessment data concerning needs determination, capacity to function in
various activities and services, and suitability of placing youth in certain settings, into an
holistic process which (a) plots the best course for each young person's participation, and
(b) yields a high return on investment for the enrollee, the program, and the community.

In order f^..:r an SDA's outly_u_p_ jmn ment competency system to meet the re uirements for

being considered sufficiently developed, it must contain employability

development/individual education plans which should use assessment results in assigning
enrollees to the right learning activities at the appropriate sites. Young people should not
be placed into a component or service Just because a mition or slot is open. Matching
should always precede intra program placement. Employability planning should not simply

be "lock-step" by the numbers. Intuition, "gut feeling," and experience all play a part.
The point is to combine measurement with staff and participant perceptions to produce
the best plan of action possible.

The development of an EDP requires that the participant and a program staff member
usually a counselor work closely together to determine the young person's present
strengths and weaknesses and what the youth's future labor market preferences and
aspirations are. Some of this data comes from the yereening and assessment stages, while
other information has to come first hand. By comparing goals and objectives with existing
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capabilities (or lack thereof), personal situation, and environmental circumstances, the
two parties identify present barriers to future success. They then design an active
strategy to surmount these obstacles through demarcation of learning objectives to be
achieved, delineation of the activities, curricula, or training modules teaching needed
competencies, and the steps to follow in finding and getting the desired post program
labor market status. Implementing the action plan involves both participant and counselor
in pursuing mutually agreed upon goals through mutually arrived at methods. It thus
makes sense for both to clearly understand the implications of their commitments.

An enrollee is not likely to know much about the program or what his/her concurrence
with the plan means. The counselor ought to provide the young person with factual
information that will enable him/her to make informed decisions. This mirrors the focus
of employment counseling helping youth understand themselves and be aware of avail-
able resources and alternatives so that they can choose a viable course of action toward
employment, further schooling, military service, or additional training. Young people will
benefit more from the total process by knowing and internalizing the purpose of the EDP.
They ought to be aware of what they are doing, and why.

The steps to be taken in carrying out the EDP should be jointly decided upon, fully
understood, and accepted by the youth and the counselor. This way, the young person is
given the opportunity to take responsiblity for accomplishing the actions set forth in the
plan, thereby increasing the chances for success.

EDPs should always be written for the benefit of the participant and the counselor or
other staff person sharing responsibility. Ths_m_nplsialty Crlyglopment plan is a
contract covering jointly agreed upon tasks to be performed by the youth, resources and
time to be committed by the counselor, and coordinated efforts to be expended by both to
(a) meet the participant's competency needs and (b) obtain the desired post program labor
market objective. In the case of special needs youth, parents should also be involved.

The EDP must be more than a vague listing of goals it is a precise roadmap for
determining and remediating problems, identifying competencies to be attained, and
obtaining employment. It can be a meaningful counseling tool to help enrollees make
realistic career decisions. The individualized EDP is often used as a recording mechanism
to track participant progress by listing diagnosis of need, action steps prescribed, and
results of treatment. It serves as a management "warning light" device to facilitate
updates and revisions, as necessary.
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Employability development plans should reflect the concept that employment and training
programs should not try to be all things to all people. EDPs are still multidime,'s f
and to be optimally functional, ought to contain the information found in Figure 17.

Figure 17.
"EDP Data"

A. Present Circumstances:

Intake/
Eligibility

(as appropriate)

B.

Personal/
Environmental

food/clothing/housing
health
transportation
family support
child care
disabilities
criminal record
welfare
personal adjustment
financial
(if in-school, any
scheduling conflicts)

Future Labor Market Goals:

Background

work
education
training
community

involvement
avocations
hobbies
credentials

Arrnent Apprenticeship Militmr Service

Competencies
Already

Possessed

relevant to program
offerings and requi-
sites for entry to
certain components
and activities

Interests/
Aptitudes

preferences
potential

Further Schooling Non-Title II Training
(Both short and long term, as appropriate, with a particular objective selected for post program
focus.)

C. Barriers to Desired Post Prow Itatus:

Skills Knowledge Attitudes Behavior Other
(Identified as deficits in assessment, and related to future goal).

D. Intervention Strategy:

Activity Site
Assignment(s) Assignment(s)

(Matches in both made pursuant to
facilitating competency acquisition needed
for obtaining post program labor market
status.)

Status
Acquisition Steps

supportive services
needs-based payments
job development

77

87

(from Personal/Environ-
mental and Background)

Ancillary
Factors

(Notation of projected site
contact and post program
follow-up requirements,
general timeframes, esti-
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The followin are su :1: ested criteria *Jr the development and maintenance of EDPs in
ordetLtocompl the re ternments of a sufficiently developed youth employment
competency systeml

o written EDPs that are mutually formulated as a contract between the
program (usually represented by a counselor) and the participant, and signed by
each party.

o information on enrollee competency needs to justify activity and site assign-
ments; no positive terminations for the attainment of youth employment compe-
tencies will be accepted if need is not ascertained through the EDP process. (If

a competency deficiency is identified later in ^:he program, the EDP should be
updated. )

o ratIonale explaining choice of particular curricula, training modules, services,
and project settings/contractors.

o copy of EDP given to participant, and parents where appropriate.
o original EDP and all revisions kept in youth's permanent file.
o employability development/individual education-training plan process com-

mences within fifteen working days from the date of enrollment.
o review of EDP by program staff and participant at least once every three

months, with modifications made as needed.

Many programs will only have to add a competency page to their existing EDPs to catt.ii
up. An example of this type of situation can be seen in Display 18, which comes from
a curriculum designed by MDC, Inc.

Display 19 shows a comprehensive EDP format that was prepare& 7o) ;.he City of Los
Angeles by Brandeis University. The appendix for this chapter con`e. Ln .::traiq111 of a

good EDP from a bygone era which would need just a little ,'Iiormatting (end Wite-
out) to make it ready for use in JTPA.
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Display 18.

Bos/gDP (81)

011UDYABILITY/EDUCATIOVALDEVIELNIENTPLAN

Participant's Name Soo. Soo. No.

Address: Phone No.

Age: Sim ( ) Male ( ) Female

Enrollment Date: /" Developmental Date:

I. EMPLOYABILITY READINESS ASSESSMENT

A. Educational History:

B. Employment History:

C. Testing:

TYPe
Date

Administered Results

D. Employment/Educational Goals:

EMPLOYMENT EDUCATIONAL

Present- Future Prevent Future

11=.

E Other Factors (related to Employment/Educational Goals):

IWINs
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II. EMPLOYMENT/EDUCATIONAL/BARRIERS

Banic'education
(__) Lac)s H.S. Diploma/GED
(..) Lacks vocational skills
( ) Lacks employment experienco
( ) Transportation
(_) Legal problems
(__) Health
(__) Housing

( ) Ctild care

( ) Marital problems
(__) Other

Specific Problems

=Maw,111
III. SPECIFIC EMYLOYMENT AND TRAINING/EDUCATIONAL GOAL(S

111116. MO

ACTION STEPS TO MEET GOAL(S)

Steps
4111,

Beginning Date. Ending Date

.mans.

V. STATEMENT OF UNDERSTANDING

This individualized Employability/Educational Development Plan has been developed
in nwtual coopefatiln and agreement with one of the main purposes being to transition
frowthis program into employment.

Enrollee signature: Date:

Agency Representative
Signatuve:

PEUIODIC REVIEW

Date:

Review DateW Comments
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Display 19.
CITY OF LOS ANGELES

PILOT YOUTH COMPETENCY SYSTEM
EMPLOYABILITY AND EDUCATION DEVELOPMENT PLAN

(EEDP)

DRAFT

SECTION I Participant Background

1. Name 12. Social Security 0 3. Date of Application

4. Address 15. Telephone No.

16. Date of Birth/Age

7. Sex 18. Ethnic Group 19. Target Group 110a. Educational Status
1

b. Name of School (current or last) Ic. Grade Id. Major Course of Study

== =1.

e. Academic Standing If. Educational Goals

11. Personal/Vocational Skills and Hobbies

12. Work Experience
Type of Work Employer Duration Reason for Leaving

13. Personal Background

Transportation Dependents

Driver's License Language Barriers

Physical Restrictions Other

14. Employment Goal

15. Perceived Barriers To Vocational/Occupational Goals

Date Counselor

.81
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SECTION II Competency Assessment and Measurement
================================================ =
ENTRY ASSESSMENT Results and Comments Date of Assessment
Mastery Test(s):

Standardized Test(s):

MID POINT ASSESSMENT Results and Comments Date of Assessment
Mastery Test(s):

Standardized Test(s):

mXIT ASSESSMENT Results and Comments Date of Assessment
Mastery Test(s):

Standardized Test(s):

SECTION III Summary of Employment Training Needs
========================== =
A. TRAINING B. SUPPORT SERVICES

E] Basic Education Skills Remediation E] Transportation
E] Reading E] Child care
E] Vriting El Family Planning
E] Arithmetic E3 Residential

E] GED, High School Diploma E] Medical (including nutritional)
E] Work Site Training E] Other
E] Pre-employment Skills
[7 Work Maturity Skills
C] Work Exper1ence
C] Vocational Training
[3 Health Care
C] PIC Certification of Employability
C] Other
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SECTION IV Individualiled Training Plan

EMPLOYMENT GOAL: What you want to do and when you want to do it

PRESCRIBED EMPLOYMENT AND TRAINING SERVICES: How you will prepare for it
SCHEDULED COMPETENCY

SERVICE PROVIDER DURATION GOAL

0 Basic Education Skills Remediation
0 Reading
0 Writing
0 Arithmetic

0 GED, High School Diploma
Worksite Training

0 Pre-employment Skills
0 Work Maturity Skills
0 Work Experience
0 Vocational Training
0 Health Care
0 PIC Certification of Employability
0 Other

SUPPORT SERVICES MADE AVAILABLE: What kind of extra help we can provide
SCHEDULED

SERVICE PROVIDER DURATION
Transportaion

0 Child Care
0 Family Planning
0 Residential
0 Medical (including nutritional)
0 Other

SECTION V Transfer and Completion Record
================================M=================================================
PROGRAM TRANSFER

DATE REASON SERVICE/PROVIDER

PROGRAM COMPLETION/TERMINATION

DATE TOTAL TRAINING HOURS INVESTED REASON
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SECTION VI Employability Competencies Recognized by the
Los Angeles Private Industry Council

SUMMARY OF INDIVIDUAL ACHIEVEMENT RECORD

Key to Achievement Record
(+3 Tested Through Ex] Mastered as Result of Training
C/3Working On, Assigned C 3 Not Assigned or Offered

* * * * * * * * * *

I 1. PRE-EMPLOYMENT SKILLS: Career planning ano job preparation through classroom
training

I *C+3 Cx3 indicates complete and acceptable product or mastery test in participant
file

DATE I *MASTERY
I STARTED COMPLETED I STATUS

1.1. Formal assessment of capabilities and interests I I C 3

1.2. Development of career/training plan I I C

1.3. Preparation of full personal budget/money
management plan

I I C

1.4. Demonstrated job search skills I I C

1.5. Preparation of resume/career passport package I I

1.6. Preparation of job applications
I I C

1.7. Demonstration of successful job interview I I C 3

I 2. BASIC EDUCATION SKILLS: Employment related reading, writing, computation
I C+3 Cx3 indicates complete and acceptable mastery tests in participant file

I I

2.1. Basic level (Grade 5 equivalent)
I I

Reading
I I C 3

Writing
I I C 3

Computation
I I C 3

2.2. Intermediate (Grade 8 equivalent)
I I

Reading
I I t. 3

Writing
I I C 3

Computation
I I C 3

2.3. Advanced '(GED, H.S. diploma equivalent) I I

Reading
I I C 3

Writing
I I C 3

Computation
I I C 3

or
I I

GED
I I C 3

H.S. diploma
I I C 3
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ECTION VI (Continued) Employability Competencies Recognized by the
Los Angeles Private Ine.untry Council

3. WORK MATURITY SKILLSa Work habits, attitudes, behavior and sPills
*CO indicates participant has achieved a rating of satisfactory or better

.1.

on detailed performance appraisal. Appraisals all on file.

DATES OF I

I PERFORMANCE APPRAISAL I

Demonstrated positive work attitudes and habits I I

*MASTERY
STATUS

Review Session 1 I I C 3

Review Session 2 I I C 3

Review Session 3 I I C 3

Revimw Session 4 I I C 3

Review Session 5 I I C 3

Review Session 6 I I C 3

.2. Demonstrated appropriate personal appearance I I

Review Session 1 I I C 3

Review Session 2 I I C 3

Review Session 3 I I C 3

Review Session 4 I I C 3

Review Session 5 I I C 3

Review Session 6 I I C 3

.3. Demonstrated worksite/classroom dependability I I

Review Session 1 I I C 3

Review Session 2 I I C 3

Roview Session 3 I I C 3

Review Session!. I I C 3

Review Session 5 I I C 3

Review Session 6 I I C 3

.4. Demonstrated ocfective workinu relationships withl
peers I

I

I

Review Session 1 I I C 3

Review Session 2 I I C 3

Review Session 3 I I C 3

Review Session 4 I I C 3

Review Session 5 I I C 3

Review Session 6 I I C 3

.5. Demonstrated effective working relationships withl
supervisor/authority I

I

I

Review Session 1 I I C 3

Review Session 2 I I C 3

Review Session 3 I I C 3

Review Session 4 I I C 3

Review Session 5 I I C 3

Review SwIsion 6 I I C 3

.6. Successfully operataes Jo- related equipment/
machinery

I

I

I

I

Review Session 1 I I C 3

Review Session 2 I I C 3

Review Session 3 I I C 3

Review Session 4 I I C 3

Review Session 5 I I C 3

Review Session 6 I I C 3
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SECTION VI (Continued) Employability Competencies Recognized by the
Los Angeles Private Industry Council

I 4. JOB SPECIFIC SKILLS Specific vocational skills required to reach individual I

1 employment goal I

I 411.11 CO indicates complete and acceptable product or mastery test in participant I

I file
I

COMPETENCY AREA:

4. 1.

4.2.

4.3.

4.4.

4.5.

4. 6

DATE I *MASTERY
SPECIFIC SKILL I STARTED !COMPLETED I STATUS

COMPETENCY AREA:

4. 1.

4. 2.

4. 3.

4.4.

4. 5.

4. 6

C 3

C 3

( 3

C 3

C 3

( 3



SECTION VII Participant Follow-up and Counseling Notes
============================================ ==

DATE I INFORMATION

=

T

T

1

1

1

1
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SECTION VII (Continued) Participant Follow-up and Counseling Notes
======== =============.M.-====== ======= Xi ===== = ==========-=======..=M=1:72=--.......==...-.-=,..-=--.-

DATE I INFORMATION

I

I

I

I

I

I

I

I

1

1

1

1
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6. Curricula, Training Modules, and Behavior Modification Approaches
A. Concept Youth employment competencies are developed and recognized by the PIC.
Assessment of participants shows what learning needs they have. The employability
development plan charts a course to remedy deficiencies. Interval progress eheeking
denotes advancement. Evaluation indicates gain through participation in the program.
What addresses PIC eompetenctes with which enrollees have problems, causes growth to
occur, and enables achievement to be recorded and rewarded? The core of a program,
however, is that part where teaching and learning take place the curricula, the training
modules, the behavior modification components. These are the means through which the
treatment diagnosed as necessa ry in assessment and prescribed as a remedy in the
EDP is actualized and brought to fruition.

In order to meet the requirements of a sufficiently developed youth employment
ctni eterEmrs.yg_eL_L_n thereinust be focused curricula, training modules, or behavior
modification components which teach tha employment competencies in whichyouth are
found to be deficient. "Teach" to some will connote the highly technical or esoteric. This
is a misconception. Those who enable young people to learn are teachers. The ranks of
teachers include:

o classroc in skills trainers
o community resource persons showing youth how to act in an interview

o OJT employers
o reading instructors
a youth tryout employment site supervisors
o job search counselors.

All of these people are involved in making program activities and services and their
formal/informal means of instruction relevant to helping youth achieve the competen-
cies they need to successfully enter the labor market.

Realistically, the design and implementation of program components are not held in
abeyance until after competencies are formulated and young people are brought into the
program. The causal chain is rarely that neat. However, the development and institution
of youth employment corr petencies ought not hinge totally on the (present) existence of
particular project offerings either. Some congruent and functional relationships a

balancing effect should exist between client characteristics, program services, local
labor market factors, results sought, the SDA's operational configuration, and teaching
modalities used.
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Youth employment competencies must be accounted for in curriculum formulation, lesson
planning, instructional formats, and selection of material. Those at program sites must
map out how best to assist youth in attaining occupational skills, readinG and math
proficiency, good workplace habits, and job hunting expertise.

Youth programs seek to improve the employability and employmelt prospects of enroll-
ees. As young people grow, they pass through various learning stages and phases of labor
market participation. Intervening in this process requires a developmental perspective
encompassing prevocatior.al preparation, formative job 6,-.ploration and experience, train-
ing and remediation, and unsubsidized career entry work. Growth in these different areas
can occur simultaneously. The key is to translate understanding into action and
knowledge into behavior by providing the appropriate services to the right participants at
the proper time.

Research and experience have shown that the most effective way to nurture and facilitate
enrollee advancement in an employment and training program is to provide yovqh with an
incubation period and then a progression of sequential activities and uervices with ever
increasing degrees of difficulty. Input is usually related to output improper worksite
behavior built .up over a period of years is generally not "correeted" by a two week
intervention effort, not with any lasting benefit. A young person usually e. Jos not become
familiar enough with or functionally proficient in the workings of the labor market in
three days, at least not starting from the level of need representative of those historically
served in such programs.

An approach such as the hierarchy of career development (HCD), whilh offers a
comprehensive, long-term range of components and activities capable of making young
people employable and job ready, can be extremely effective in preparing participants to
enter/re-enter the world of work. A number of successful programs have embraced HCD,
developed by Oetting, Cole, and Miller and explained in their 1974 work Hierarchy of
Career Development. The foremost practitioner of HCD is the Greater Peninsula Job
Training Consortium in Hampton, Virginia. This SDA has established HCD's sixteen
stages/levels in a step-by-step learning progression, with projects organized on that basis,
and youth employment competencies tied to the various plateaus. For an in-depth
explanation of the hierarchy of career development, see the appendix section keyed to
this chapter.
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B. Practice An overall learning approach comprises a group of activities, services, and
courses that, operating collectively, are expected to achieve a well-defir, ed set of broad-.
based goals and related specific objectiv. fol. an identifiable populatior, often within a
certain time frame, by providing a balanc%. ' menu of offerino.

To operate a well founded competency-based program it is necessary to delineate in

writing the designated purpose and operational_particulars of each significant subpart of
a learning approach. These segments are variously called activities, services, and courses,
and are delivered through curricula, training modules, behavior modification components,
and other vehicles. The structure, sequence, and process of delivery ought to constitute a
group of individual parts that have carefully designed interrelationships; and function as a
whole.

The means of describing such learning strategies are numerous and varied, depending on
the scope involved catalogue, syllabus, course outline, curriculum guide. Some SDAs

offer everything by "activity only," e.g., a classroom training course in automotive
mechanics can only be taken in its entirety. Others may operate on a modular basis,
letting a young person work on only that portion of an occupational skill in which he/she is
weak, e.g., "turning the drums" is the last thing a youth has to learn before being certified
as a brake specialist.

In either example, the program needs to be grounded in a competency-based mode, and
tied to tne competencies to be taught and measured. The organizing tool for this is the
curriculum guile.

Curriculum guides contain a description of the activities, services, courses, curricula,
modules, aiid components offered in relation to competencies which must 13,7? achieved.
The genera. description is broken down into more specific lesson and unit piens which
contain major and minor groupings of content, so linked because of similar nature and
ease of learning. The curriculum guide descriptions, lesson plans, and unit plans explain
what is to be taught/learned the subject matter.

The rest of the curriculum guide covers instructional formats, teaching aid.; and

materials, and participant actions how the topic will be taught/learned, and in which
order. These items include the different methods and techniques used to facilitate
learning, and the chances young people will have to practice applying the skills,
knowledge, attitudes, and behaviors appropriate for them. The mosaic ranges from
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teacher-centered lecture to learner-centered automated mechanisms such as computer
assisted/managed instruction.

Learning approaches feature the functional acquilition of youth employ :nent competen-
cies in a performance-based format, with distinctive ways of measuring achievement in
cognitive, affective, and psychoinotor domains. Curriculum guides should Veflect consid-
eration of enrollees' needs, and provide the intervention assistance necessary to enable
participants to demonstrate desired competencies, sometimes in a way that integrates
capacities from all three domains.

The development and implementation of competency-based efforts assures that those
youth found successful can perform according to specifications required in the labor
market. It also assures that teaching/learning is relevant. The systems approach is a
logical and integrated combination of resources and procedures to accomplish a specified
purpose. For the most part, the idea is not new, but doing it certainly seems to be.

There needs to be a growing awareness that people have different learning styles and
perceptual capacities. Some learn best through visual perception (reading/viewing),
others through aural perceptlon (listening), and still others through manipulation (doing
things). Youth must be taught how to learn. The following lesson from the Nevada State
Department of Human Resources Job Club Manual makes the case rather well. This
particular manual is for the learning disabled, but the points made apply loudly and
strongly across the board.
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Display 20.

THE JOB CLUB
WHAT HAvE YOU LEARNED? HOW?

Your InstruCtor has been helping you learn how to learn, learn how to adapt yourself to
your learning disability. You've been shown that we learn:

1% through taste
1.5% through touch
3.5% through smell

11% tir2ough hearing
83% through sight

As a typical learning animal, you can see how your learning disability, whatever it is, can
affect what and how you learn anything. You have also learned that, as a learning animal,
we retain:

10% of what we read
206 of what we hear
30% of what we see
50% of what we both see and hear
80% of what we say
90% of what we say as we do a thing and experience it.

ASSIGNMENT:

As your next to last assignment in the Job Club, examine your new job and write down the
best way for your new suporvisor to train you for the job. Describe the job as well as you
have, to so the Job Club Instructor can help you rehearse what you need to explain to your
new supervisor. Then you can learn as fast and as well as you possibly can the demands of
your new jot%.

Good luck!
* * *

Many states have cited tne importance of curricula, as well as related activities and
services. The State cif Texas requires that in "the pre-employment/work maturity area,
the competencies must together constitute a complete curriculum which, if successfully
completed, will help prepare a participant for entry-level employment." (p. 7)

The challenge comes in determining what particular teaching/learning tools from the wide
array available are suitable by adoption or adaptation to the requirements of certain
enrollee groups as they seek to acquire competencies in one, some, or all of the areas.
The choices can be made from among the followints, which constitute at best very
partial listings of general activities/services, and specific instructional formats:
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Activities/Services
o skills training on-the-job, vestibule, tailored/customized, institutional, class-

room, less-than-class/individual referral
o tryout employment
o work experience
o internship
o cooperative-distributive education
o vocational exploration
o GED/academic classroom/basic education re mediation
o English-as-a-Second-Language/Standard English-as-a-Second-Dialect
o jub search workshops/job clubs
o blocks of sessions on: proper work habits, attitudes, and behavior patterns; world

of work awareness; labor market knowledge; occupational information; values
clarification; career Jecision making; assertiveness; motivation; coping; inter-
personal relations

o counseling and guidance
o 90 day follow-up assistance.

Instructional Formats
o lecture/didactic/verbal presentation
o discussion/interaction/question and answer/give and take
o drill and practice
o independent learning-self instruction/peer to peer/full-partial size class/guest

speakers-panelists/teacher-supervisor
o one-on-one/small group process,flarge group process (with groups hav ing a leader

or not)
o computer assisted-managed instruction/audiovisual/media
o paper-pencil/texts/printed materials/worksheets-workbooks/handouts
o problem solving exercises/games/puzzles/brainstorming
o utilization of props/inock ups/equipment/machines
o modeling/mirroring/role playing/demonstration
o simulation/nlaboratory"/tours/observation/shadowing
o hands on/experiential/work crew
o real world participation/site rotation/community involvement.

Understanding how activities and services interrelate with instructional formats helps
program operators decide when and if to teach basic education through the use of
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con.puters. If the fear of advanced learning technology is not rampant in an SDA, and the
hardware and software can be accessed with minimal resource drain, the idea seems to be
a good one. ,Generally, 80 100 hours of computer instruction can produce an average
one grade level gain for participants in reading and math.

The operative principles of a learning approach are often key factors in overall
effectiveness. A fouus on mastery learning over minimum competency testing means that
youth will be encouraged to go as far as possible, rather than simply stopping at the lower
level of acceptable performance in demonstrating the acquisition of youth employment
co mpetencies.

The question of standardized or individualized programming arises constantly, often with
a fair amount of misunderstanding of "what the other person means." Not many localities
have the wherewithal to run true individualized -programs across competency areas in

which each young person: (1) has separate competencies developed specifically for
him/her, (2) learns either from activities and components that seem to be created for
eaoh enrollee's own situation or from services that are purchased from local vendors on a
per slot, as needed basis, and (3) moves at his/her own speed toward end of program ad
hoc evaluation procedures. On the other hand, not many SDAs would want to operate a
true standardized program which has everybody learning the same things in the same way
through the same means at the same time.

Many programs are standardized to the extent that they teach the same competencies
through a fairly finite set of offerings and determine gain by the same means. However,
they are individualized in the sense that each young person tries to attain only those
competencies in which he/she is deficient. Every youth in these programs is placed in the
services and sites most suitable from among those available to his/her needs and
characteristics. The participants move at their own pace toward post program measure-
ment; this is important because competencies are founded on actual learning and
performance, not on amount of elapsed time. Individualized treatment can occur in a
"standardized" program, with youth moving to the same end through slightly different
means at various speeds. G!oup instruction is not eliminated "automatically" when
individualized progressions are instituted. Large and small group interaction is vital to
the learning process and ought not be omitted. Display 21 provides a brief checklist for
use in designing an individualized instruction format.
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Display 21.
Developink a Plan to Individualize Instruction Checklist

Acceptable Unacceptable

1. Resource materials and learning activitles will help
student achieve performance specified in objectives.

2. Resource materials and learning activities provide for
students who learn best by visual means, by speaking/
hearing means, by physical means.

3. Variety of resource materials and learning activities
provide for several levels of difficulty.

4. Learning activities permit student to proceed at his or
her own rate of learning.

5. Evaluation procedures designed to allow each sludent
to be evaluated at the time when he or she is ready.

6. Opportunities for self-evaluation provided to help
students measure their progress.

7. Evaluation procedures stress :Itudent achievement and
success rather than failure.

(Source: "How to Individualize Instruction," Maryland State Department of Education, 1978,
p. 11)
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Competency acquisition should not be driven by the passage of time. However, major
temporal considerations in program planning, implementation, end management involve
the general length, frequency, and intensity of participation. It is preferable that learning
time be as flexible as possible so those who need more time can take it, especially in
activities or components with high degrees of difficulty. Faster participants can proceed
to advanced units.

Open-entry/open-exit programs are structured so that when a youth achieves one
competency, then he/she can move into the next lesson or module. Some places use the
career ladder concept to allow each person to progress as far as he/she is able. A number
of entry and exit points can exist, reflecting for ersample different skill levels within
an occupation. This type of operation is quite worthwhile, but can be difficult to
administer if not based mainly on computer activities. Enrollees would have to be
checked out at each appropriate stage.

Keeping tabs on participant learning, growth, and development allows the program to
effectively and efficiently intervene in the process on a timely basis and prevent problems
from getting very big. More importantly, it provides opportunity for continuous
motivation and confidence building through constant reinforcement and feedback.

A good environment facilitates multi-domain learning. The work place can oe simulated
in the classroom. Instruction in reading and math can be incorporated into hands-on
vocational training, e.g., "interpreting" blueprints on a construction job and calculating
board feet needed in the next load of lumber. The theoretical can be deemphasized in
favor of the practical.

The cloistered classroom is the setting required for some types of learning. However, the
community can also be a classroom. Involving youth in using the community as a resource
pool is nearly always a positive venture, e.g., getting some real world labor market
information, application forms, and brochures explaining benefits from employers at their
places of business. Placing young people in frequent learning-by-doing experiences
underscores the relevance of the lessons which the program is trying to teach.

In competency-based programming, all those who "teach" (as described previously) should
become facilitators of the learning process rather than "givers-of-all-information." They
should be motivators and instillers of confidence, providing rewards for jobs well done and
serving as role models of the competencies they teach. Teachers are advisors and, most
often, the key element in the teaching-learning process.
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Teachers, especially instructors and trainers, also become more accountable in

competency-based programming. Competency tallies show which youth aro doing well,
and the teachers who helped them. They also reflect young people not doing too well, and
the instructors and trainers who tried to help them. Performance can be good, or it can
be not so good. The implications are there to sec. Because of them, everyone affected
may not embrace youth employment competencies warmll . Innovators should be prepared
to overcome instructor and trainer resentment and insecurity. If these individuals are to
take part in the process actively and not simply go through the motions, they must be
convinced that the investment of time and self will be worth it to the participants and
themselves. On the positive side, youth employment competencies can help prevent staff
burnout by providing tangible evidence of a worthwhile job done well.

Young people tend to become more involved in competency-based learning than they
would in "traditional" educational constructs. Therefore, they should be partners in
learning with their teachers. Participants ought to be aware from the start of what
the program is about and what their place in it is. Studies have shown that people learn
better when they know what they are expected to learn, and have some stake in or control
over the learning process.

Youth, like teachers, are more accountable for performance in a competency-based
program than in traditional employment and training endeavors. They should understand
what is to be demonstrated, and must accept responsibility, along with the teacher, for
attaining the learning objectives. To do this, young people must "buy into" and not be
afraid of the competencies concept. Project and personal relevancy should be made
clear as much as possible to a clientele of increasingly "program-wise" youth.

Clarity of expectations, roles, responsibilities, and obligations is pivotal to accountability
and effective learning. Establishment of baseline prerequisites for participation in
certain program segments should help eliminate the frustration felt by those who, through
no fault of their own, are placed in circumstances beyond their capabilities. Careful
selection ought to help assure that youth whose capacities are further along don't get
placed in situations where they will be easily bored by lack of challenge.

Use of particular positive rewards/negative sanctions to foster competency attainment
receives mixed reviews. Some places have had marked success, like the Heart of Texas
Council of Governments in Waco, Texas, which makes successful participation in a labor
market awareness course, given over a period of months during the school year, a
prerequisite for in-school youth to gain admission to the summer youth program. Others
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reject use of performance points or tokens, seeing learning as a more straightforward
affair. In effect, they say to young people "Perform to the best of your ability and
follow the rules; we'll work together on your progress and you should do well. If you don't
try hard or adhere to the conduct code, the responsibility is yours."

Written agreements between the program and enrollees are excellent ways of indicating
awareness of proceduces, acceptance of responsibility, and commitment to learning.
Display 22 presents a general counselor-participant agreement format that was used in
the Consolidated Youth Employment Program.

The Rock Island, Illinois Tri-County Consortium uses a behavior point system in its JTPA
youth rrograms. This format signed by the participant makes it plain that inappropri-
ate behavior will not be tolerated anywhere in the program, and that the results of non-
compliance a e fairly set. It is presented in Display 23.



Display 22.

CONSOLIDATED YOUTH EMPLOYMENT PROGRAM

(CYEP)

SERVICE AGREEMENT

-MMINI11

Participant

Social Security #

Social Service System

Service Provider

Unit of Service

Start Date

expected

actual

Date

Agreement #

End Date

expected

I understand that the purpose of this agreement is to provide a record of services as
well as my progress toward and/or accomplishment of the stated goals.

I agree to cooperate with all MC/ETA staff and all program staff (school staff and/or
supervisors) involved in helping me to achieve the goals of this agreement.

Participant's Signature Date

I agree to fulfill my responsibilities in facilitating the accomplishment of this service
agreement.

Counselor's Signature Date
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Display 23.
Explanation of Behavior Point System

A Behavior Point System will be implemented at the time of entry into JTPA activities;
the applicant/participant will receive five (5) points. Throughout his/her involvement
with JTPA programs including assessment sessions, counseling, training, and work, the
applicant's/participant's be'davior will be documented and points deducted according to the
following criteria within every 6-month period. After 6 months, any points lost are
reinstated and the participant starts over with five (5) points.

All begin with
Deduct point for:

5

*Late, no call in -1
*Absent, no call in -2
Inappropriate Behavior, Minor
(see definitions cn reverse)

-1 to -2

Inappropriate Behavior, Major
(see definitions on reverse)

-3 to -5

*Training participants are not required to call individual instructors if they will be
late or absent. They must contact their JTPA representatiVe. Therefore, JTPA staff
will complete point system reports for absenteeism. Instructors may complete
reports for tardiness but are not required to do so.

If an applicant/participant drops to zero (0) points, he/she will be dropped from the
program, placed in an inactive status, and will not be considered for participation for two
(2) years.

This system has been enhanced to place emphasis on developing work readiness and good
work/study habits as a major requirement of all activities in order to reinforce the overall
goal of unsubsidized employment as the primary reason for participating in JTPA.

When performance/behavior problems exist, the following sequence of action is recom-
mended:

1. The supervisor/instructor should have a verbal discussion of the deficiency at the
time the Behavior Point is given. Both parties sign the point system report.

2. The corrective action necessary to improve and consequences of failure to make
such corrections.

It is important that the supervisors/instructors give behavior points at the time of the
deficiency and not give first, second, and third chances. The point system has built into it
second and sometimes third chances before five (5) total points are given.

Supervisors/instructors should submit the completed ehavior Point response sheet
immediately to the JTPA Office. So that the point system is applied uniformly, the JTPA
Program Counselor and the JTPA Coordinator will review point deductions prior to
termination of any participant. This system may be revised after use and evaluation.

JTPA Staff will give participants a copy of each behavior point deducted, including a
summary report of total points prior, points given, and total points received to date.
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Please check the box(es) that apply and provide detail where needed.
1. Late more than 30 minutes, no call in first 30 minutes (deduct 1 point)

Date: Time scheduled to arrive:

Reason for tardiness: Time arrived:

2. a. Absent, no call in within 30 minutes (deduct 1 point)
b. Absent, no call in (deduct 2 points)

Inappropriate behavior Minor (deduct 1 2 points)

3. a. Inattentiveness
b. Did not follow instructions
c. Verbal discourtesy

Inappropriate behavior Major (deduct 3 5 points)

4. a. Physical violence
b. Sleeping on the job
c. Leaving job site
d. Consistent verbal discourtesy
e. Under the influence of drugs or alcohol
f. Destroying or stealing property
g. Other

Describe thoroughly if anything checked in number 3 or 4.

I have reviewed the Behavior Points deducted. I know that if 5 points are deducted during
each 6 months from the date of my first point deduction, I will not be able to participate
in JTPA programs for 2 years. (Except Job Search)

Participant's Signature Date

Counselor-Coordinator Signature Date

To be completed by JTPA Office

Action taken:

Six-Month Period: Start
Coordinator
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The New York State Division fee Youth included the student contract shown in Display 24
as part of its Preparatiou for Employment Curriculum developed in 1981. It clearly
specifies student responsibilities "neces3ary for the best learning to occur."

Display 24.
Student Contract

You are enrolled as a trainee, which is an employee who is learning on the job. The
following things are necessary for the best learning to occur.

1. Attend all classes and be on time.

2. Have a legitimate excuse for absences:
court appearances
medical emergency
camp crew

3. Participate fully in all learning activities:
discussions
written work
role plays
listening to audio tapes
watching media

4. Behave appropriately as a worker in class:
follow directions
talk only when appropriate
no cursing
no fidgeting
no moving around the room without permission
take care of all equipment and materials
no smoking
no food
no drinking

5. Do all homework assignments.

6. Dress appropriately for class.

I understand the above requirements as outlined. I agree to follow all of them as written.

I have read and understood the above.

Instructor Signature Trainee Signature

* * *
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In addition to conduct and commitment, it is possible for teacher-enrollee contracts to
specify what a particular learning episode/clustIr will teach, how it will be taught, what
demonstrates mastery, and how this level of performance will be determined. Such a
contract could be like an OJT contract, a worksite agreement, or a performance based
contract with a -rendor, but be between the yoath and his/her principal teacher
(instructor/supervisor/community resource person). The binding language will vary by
SDA, but it seems logical that at least the follcwing critical categories be lacluded:

Figure 18.

LEARNING CONTRACT BETWEEN

and
(participantiuse other lines for (teacher/use other lines for

identifying information) identifying information)

working together in
(activity, service, course, component, module, curriculum)

to effect the following participant competency attainment

Learning Learning Levels of Means of
Objectives Strategies Achievement Measurement

o skill o A o 1 o I
o knowledge o B o 2 o H

o attitude o C o 3 o III

o behavior o D o 4 o IV

Signature of Participant Date Signature of Teacher Date

* * *

Commtency-based learning, if done right, will provide participants with the ca acity to
extrapolate from one situation to the next, and apply competencies in different circum-
stances and contexts. Learning retention, which helps job retention, can be facilitated
through the use of appropriate assistance for young people during the ninety day period
allowed for post program help with labor market adjustment.
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It is important to have curriculum validity the representation of mrriculum objectives
by measurement item. It is more important to have instructional validity, Even if
curriculum objectives correspond to measurement items, the stated objectives need t-o be
translated into topics actually taught. Little of a positive nature is achieved by trying to
measure something that participants have niftier heard, seen, or done.

"Teaching to the test" should be avoided for three reasons. First, it preser.ts an
inaccurate, distorted, and unfair picture to young people of what they are supposed to
learn. Teaching's primary purpose is to prepare participants for the whole range of
situations which may be encountered in any particular subject. Measurement is supposed
to be vepresentative, not all inclusive. It checks only a fraction of what enrollees learn.
Second, if a course is supposed to teach 100 objectives, and the teacher prepares the
youth for the fifteen which he/she knows are to be measured, it almost inevitably comes
to pass that at the first job interview the employer will went to see a demonstration
of five or six competencies that were supposed to be covered, but were never addressed.
Third, it violates the precept of equity in learning which holds that all young people ought
to have equal access to assistance, opportunity to develop, attention from teachers, and
quality of preparation.
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C. Abstra.:ts Every compesed teaching/learning medium should be abstracted
on paper in terms of what is to be taught/learnes ji to whom/bv wl_22La_n why, how, when and
where. Doing sc keeps the process more in the mode of planned intervention than
assumptive osmosis. It promotes accountability, heightens awareness of all involved
parties, facinalizes things a bit and tightens them up, enhances congruency among the
different parts, and focuses on the tasks at hand in a means-end fashion.

Abstriatsofema available offering which directly relates to and facilitates acquisition
of desired com etencies ought to be used in EDP formulation. Activity and component
abstracts would provide clear summaries of the L:articipant needs that can be met, the
competencies which can be achieve/I, the methods and techni,. 'Ws of acquisition, and the
resoLrces required.

An ideal abstract should indicate the following about the
competency pinfoa_nmira:

o title or descriptive label
o purpose, goals, rationalt ? sclope of effort
o skills, knowledge?, attitude:iv behavior
o performance objectives and criteria
o twics, subject matter
o learner characteristics, admissions requirements
o teaching methodology, strategy, procedures
o sites/partielpating organizations
o phases, order of events
o timelines, dates
o role of teacher
o space, equipment, tools, supplies, monetary cost
o type(s) of evaluation
o outcomes, products.

different modalities used in

In order for an SDA's youth employment competency system to be. considered sufficientls
developed, all of the competency-based activities, services, courses, curricula, modules,
components, etc., should be thstracted to a degree enough to answer general
inquiries (who, what, when, wherc, why, how). Even though teaching/learning may vary
across an SDA the abstract format should remain the same for consistenc and ease of
handling. This is not an exercise in paperwork. It is an attempt to effect closer attention
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to the substance and mechanics of those undertakings previously described as constituting
the heart of the program.

A n imber of device:, exist in the field of education which could be altered Et3 appropriate
from their present purposes and used in abstracting. These include student competency
sheets, learning activity packages, and courses of study.

The student competency sheet is an instructional management tool to help organize the
teaching/learning process. It lists the unit, competency or task, performance objectives,
learning activities, evaluation exercise, and extended activities to further a young
person's capabilities. On the next page, Display 25, a checklist used in developing student
competency sheets, serves to explain them in more detail.

The learning activity package is a method of instruction in which the course content is
divided into individual packets of information to facilitate learning. Such formats usually
contain a pre-test, performance objectives, learning activities, self-checks, and a post
test. They allow instruction to be organized efficiently and effectively, and content to be
aligned clearly and concisely.

The course of study is a document which describes a course and its content. It has helped
improve articulation between various local education agencies. The course of study
usually contains:

o the school name, department name, and teacher's name
o the title of the course
o credit value
o prerequisites
o course description (subject matter)
o course objectives (capabilities students will acquire)
o content outline (topics to be covered and sequence of instruction)
o materials, supplies, and equipment
o evaluation procedures.

Display 26 provides an example of a course of study.
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Display 25.
Checklist for Developing Student Competency Sheets

Directions: Rate the performance on each of the following components of a student
competency sheet. Indicate the level of performance by placing a check in the appropriate
column. If, because of a special circumstance, a component is not applicable, place a check in
the not applicable (N/A) column.

Unacceptable Acceptable N/A

1. UNIT correctly identified by title.

2. COMPETENCY clear, concise statement of
competency or specific unit of work to be
performed. Contains an active verb and noun.

3. PERFORMANCE OBJECTIVE statement of
exactly what the learner must do. Contains (a)
conditions, (b) behavior, (c) standard.
(Statement can be taken directly from a V-TECS
catalog.)

4. LEARNING ACTIVITIES listed are learning
strategies/methods for directing the process of
instruction. The learning activities provide for:

varied interests and abilities
real practice of the skill
simulated practice of the skill
a variety of learning styles and modes
large groups, small groups, and
individualized activities

5. EVALUATION the desired student outcome
and how the student will be evaluated are
stated.

6. EXTENDED ACTIVITIES activities provide for
opportunity to go beyond the minimum level of
performance.

(Source: "How to Write Student Competency Sheets," Maryland State Department of
Education, 1978, p. 8)
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DLsplay 26.

Course of Study

The following is an example of a good course of study.

SCHOOL: American Vocational-Technical Center

DEPARTMENT: Drafting

INSTRUCTOR: Mrs. Barbara Smith

COURSE TITLE: BASIC DRAFTING AND DESIGN

CREDITS: 1

PREREQUISITES: None

COURSE DESCRIPTION: This course is designed to provide students with an introduction
into the communication of ideas through the use of drafting media. Students
will develop the basic skills required to perform selected drawing assignments.
They will also be exposed to the importance of design as the language of
industry.

COURSE OBJECTIVES: Upon the successful completion of this course, the student will be
able to:

1. List the various occupations in drafting.
2. Identify and use drafting instruments.
3. Letter drawings using three different techniques.
4. Solve selected geometric construction problems.
5. Construct selected multiview drawings.
6. Reproduce drawings using a diazo machine.
7. Construct selected sectional view drawings.
8. Draw selected auxiliary views.
9. Draw working drawings.

10. Dimension required drawings.

CONTENT OUTLINE:

I. The Graphic Language
A. Types of Drawings
B. Principles of Drawings

H. Instrumental Drawing
A. Basic Equipment
B. Drafting Rules
C. Basic Skills and Techniques

III. Lettering
A. Types of Lettering
B. Methods of Lettering
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IV. Geometric Constructions
A. Points and Lines
B. Polygons
C. Arcs

V. Occupational Information
A. Scientist
B. Engineer
C. Technician
D. Drafters

VI. Multiview Projection
A. Two-View
B. Three-View

VII. Drawing Reproduction
A. Blue Print
B. Diazo
C. Thermo-Fax

VIII. Sectional Views
A. Full Sections
B. Partial Sections

IX. Auxiliary Views
A. Primary Auxiliary
B. Secondary Auxiliary

X. Working Drawings
A. Detail Drawings
B. Revisions

XI. Dimensioning
A. Line Work
B. Size
C. Location
D. Notes

INSTRUCTIONAL MATERIALS SUPPLIES AND E UIPMENT:

Required Text Book:

Martin, C. Leslie. Design Graphics (2nd ed.). New York: The MacMillan Co..,
1968.

Supplemental Textbooks:

Field, W. B. Architectural Drawing. New York: McGraw Hill, 1979.
Grant, H.E. Practical Descriptive Geometry. New York: McGraw Hill, 1972.
Thomas, T.A. Technical Illustration. New York: McGraw Hill, 1970.

All required student materials and equipment will ba supplied by the instructor.
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EVALUATION:

Students will be graded cli the following eritera:

Quizzes 4

Mid and Final Exams 2

Worksheets 6

Drawings 5

Final Project 1

Work Attitude:
1. Participation
2. Cooper& Ion
3. Leadership
4. Effort
5. Safety
6. Responsibility
7. Self Control
8. Attendance

Total Points

@ 10 points 40

@ 100 points 200

@ 10 points 60

@ 40 points 200

@ 50 points 50

100

Total 650 points

Final Grade Points

A = 90 100% 585 650

B = 80 89% 520 584

c = 70 79% = 455 519

D = 60 69% = 390 454

F = 59% or below 389 or below

(Source: "How to Write a Course of Study," Maryland State Department of Education,
1978, pp. 9 11)

* * *
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The important thing in doing abstracts is to find out what works in a particular locality,
then mix as appropriate until the best match appears for both participants and the
program.

Display 27 provides a micro representation of the abstracting concept as applied to
teaching a single lesson, in this case an affective competency in a classroom setting. It
was developed by the Illinois Office of Education in their 1978 work A Curriculum Guide
for Pre-nent Skills. Display 28 offers a macro illustration from a very large
SDA of the relationships between the competencies, teaching/learning activities, and
measurement procedures in pre-employment/work maturity. The "Training Curriculum
Plan" in Display 29 is self explanatory, and shows that the abstracting concept is well
founded and can be done. Los Angeles County requires all of its service providers to
describe these macro relationships in enough detail to show the links clearly. The manner
is even-handed, and the approach is extremely timely. (See Displays 27, 28, and 29.)

Included in the appendix for this chapter are two other examples. The first, from the Tri-
County Consortium in Rock Island, Illinois, is an overall curriculum outline, followed by
selected units on values clarification, employer expectations, and "the first y on the
job." The second, from the New York State Division for Youth's PrE +Ion for
Employment Curriculum, is a detailed overview and delineation of how youth vu ' learn
assertive communication. The general concept shown in all of these examples from
education and employment and training can apply to career decision-making classes, job
search workshops, vocational exploration, work experience, youth tryout employment,
basic education remediation, all modes of skill training, etc.
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Display 27.

LESSON NO. 34 GIVING INSTRUCTIONS AND FOLLOWING INSTRUCTIONS

COMPETENCY: To demonstrate to the students the need to develop the skills
of giving and following instructions arid how this relates to
job survival.

SUPPLIES:

STUDENT ACTION:

Make copies of the puzzle page and cut out puzzle parts for
students to assemble. Make other copies for students to use
to give directions from.

Directions for "T" puzzle game:

Pair students off seated back to back. One student will
be the "employer" and the other will be the "employee."
Give the employer a sheet of paper with the completed
puzzle. Give the employee the disassembled pieces to the
puzzle.

Rules:

No turning around! Instructions from employer can be
given only once, don't repeat. No questions can be asked
by employee.

Object:

Complete puzzle!

After students have completed this, discuss problems in
following instructions, and how it could be improved. Would
it be easier if you could ask questions?

Reverse roles in game and repeat assembly of a new type
puzzle developed by instructor. This time let the employee
ask questions if instructions are not clear. The students will
see it is easier to do a job if you know how and when to ask
questions.

Each student will play the role of employer and give
instructions and play the role of an employee to follow
instructions.

PERFORMANCE CHECK: The time it takes for a student to complete the puzzle will be
used to evaluate the student's skills in giving and receiving
instructions.
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"T" PUZZLE GAME
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GIVING AND FOLLOWING INSTRUCTIONS

To move up in the work force into supervisory positions you must be

able to give instructions or directions to get a job completed. Also to

maintain your job a worker must be able to follow instructions.

This exercise demonstrates the task of giving and following instruc-

tions. Seat students back to back and let one describe the model and the

other student draw it.

115
1 25



SUGGESTED FORMAT FOR COMPETENCY ACQuIsITION PLAN 0

PRI-KNPLOYMENT SKILLS 1.1 - 1.7

PIC Recognised
Competencies

/.1 PARTICIPANTS WILL
BR MILE TO ASSESS
THEIR ONN
CAPABILITIKS AND
INTERSSTS

126

Benchmarks Learning
Objectives

Classroom/Workeite
Activities

A ts/ Curriculum
Documentation References

Prepareik self-
00000000 nt profile
which incorporates
both (facilitators)
strengths and
(barrier.)
weakn 00000 related
to employment

Identify
personal
traits
(strengths
and
values)

Discussion of strengths
and objectives for
strength

Do Strengths Chart
Exercies, "Mly Winning
Strengths" and C
Value List

Listening to tape
on self-concept

Discussion of self-
concept and interest
and how these relate
to selecting job

Written PSC NY Pp
Assignment 2-1-1

Occup. Knowl.
APL Series
Pg. 7-19

"Building
good Self-

concept"

Identify
personal
interests
abilities
and
experience

Complete interests
questionnaires,
That's Ne, Areas
of Nork. Range of
Nork o

Interest PEC NY Pg
Inventory 2-2-1
(Rolland's 2-2-9
Self- 2-2-4
Directed 2-9-2
Search",
"Harrington-
O'Shea Career
Testing.;
"career
A
Inventory")

Identify 5
peroonal needs
(or values)
as they relate
to employment

Distinguish Define need. L needs
between the
terms need IntrodUcal "Meolow's
and want Pyramid"

PBC NY Pg 2-4-1

O Written PSC NY Pg 2-4-3
Assignment
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SUGGESTED FORMAT FOR COMPETEOCY ACQUISITION PLAN

WORK MATURITY SKILLS 3.1-3.6

PIC Recognized
Competencies

Benchmarks Learning Objeotives Workmate Assessments/
Activities Documentation

9.3 PARTICIPANTS WILL
DEMONSTRATE
DEPENDABILITY

Consistently being on
time for work/
training

Complying with employer/
agency attendance policy

Notifying mployer/
instructor of necessary
absence

Identify importance.of
dependability with
regard to worksite
productivity and
personal earnings

Illustrate affect on
team work/morale

On the Supervisor's
job performance
performance appraisal

Attendance
records

3.4 PARTICIPANTS WILL
BE ABLE TO
EFFECTIVKLY
OPERATE EQUIPMENT/
MACHINES/TOOLS IN
CARRYING OUT JOB
RESPONSIBILITIES

Using property and
supplies carefully and
appropriately

Relate skill to
production levels
and marketability
of Individual

On the Supervisor's
job performance
pcOformance appraisal

3.5 PARTICIPANT
MAINTAINS
EFFECTIVE WORKING
RELATIONSHIPS WITH
STAFF, COWORKERS
AND/OR PUBLIC IN
CARRYING-OUT JOB
RESPONSIBILITIES

Identify team needs/
goals

Complete tasks

Lend assistance and
support as appropriate

Identify relationships
as primary element of
quality of work life

Essential to keep a job:
personally and economically

On the Supervisor's
job performance
performance appraisal

3.6 PARTICIPANTS WILL
"GET ALONG" WITH
SUPERVISOR

Following directions
as given

Responding appropriately
to criticism

Correcting behaviors/
practices in response
to criticism

Follosiing the chain of
command

Identify relationships
as primary element
of quality of work life

Esseniial to keep a job:
personally and economically

Performing other job'related
tasks as assigned, willingly,
timely and effectively

Resolving differences
tactfully and appropriately 128

On the 0 Supervisor's
job performance
performance appraisal



Display 29.

Los Angeles County Service Delivery Area
Youth Employment Competency System

TRAINING CURRICULUM/PLAN

A. Agency Name

B. Please attach or describe your training curriculum or plan in detail sufficient to
understand its relationship to competency statements and how competencies will be
taught and assessed (tested for). An outline by week, phase or subject category is
sufficient if the outline makes clear that all competencies listed in competency
statements are taught and tested for. If you are attaching your training curriculum,
indicate "SEE ATTACHED." If you are describing your training curriculum, attach
additional pages if necessary for adequate description.

* * *

As with measurement, there are literally hundreds of packages available commercially or
in the public domain that may be incorporated into local learning approaches. Adult
Performance Level (APL) is a nationally recognized competency model upon which many
others have been based. Rather than stressing purely academic knowledge, APL focuses
on basic tasks which are highly relevant to everyday living.

APL offers a two-dimensional model of functional competency that emphasizes the
application of fundamental skills to practical considerations. These skills are computa-
tion, communication (reading, writing, speaking, and listening), and problem solving. The
practical situations or content dimensions of the program are organized into five major
areas, with all the skills mentioned above covered in each. These areas are occupational
knowledge, community resources, consumer economics, health, government and law. Life
skills and the opportunity to develop specific job skills are also included, as is the chance
to earn a high school diploma. If the program is to be used for getting a high school
diploma, the local school district must give prior approval.

In the five areas, there are 42 total objectives. The occupational knowledge category,
which most closely approximates the pre-employment/work maturity area, encompasses
ten broad objectives which represent a large number of related competencies. APL is
individualized, self-paced, open-entry/open-exit, and adaptable to group sessions.

The main advantage of APL is that basic skills are taught as participants master the
knowledge areas. Participants are tested for functional level and begin content area
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learning according to their classification. They continue in that area until they reach
APL Level 3 (proficient. adults). Lola lities may decide to offer only the occupational
knowledge curriculum, and determine later on whether they want to expand to other
content areas. Training in APL is available through Elaine Shelton Associates, in Austin,
Texas. The ten occupational knowledge competencies are shown in the following display.

Display 30.

Objectives for Functional Competency

Occupational Knowledge

GOAL: TO DEVELOP A LEVEL OF OCCUPATIONAL KNOWLEDGE WHICH WILL
ENABLE ADULTS TO SECURE EMPLOYMENT IN ACCORDANCE WITH THEIR INDIVI-
DUAL NEEDS AND INTERESTS.

1. OBJECTIVE: To build an oral and written vocabulary related to occupationR1
knowledge.

2. OBJECTIVE: To identify sources of information (e.g., radio broadcasts, newspapers,
etc.) which may lead to employment.

3. OBJECTIVE: To define occupational categories in terms of the education and job
experience required, and to know minimum requirements of given occupations.

4. OBJECTIVE: To be aware of vocational testing and counseling methods which help
prospective employees recognize job interests and qualifications.

5. OBJECTIVE: To understand the differences among commercial employment agencies,
government employment agencies, and private employers.

6. OBJECTIVE: To prepare for job applications and interviews.

7. OBJECTIVE: To know standards of behavior for various types of employment.

8. OBJECTIVE: To know attributes and skills which may lead to promotion.

9. OBJECTIVE: To know the financial and legal aspects of employment.

10. OBJECTIVE: To understand aspects of employment other than financial which would
affect the individual's satisfaction with a job.

(Source: Developing Employment Competencies at the Local Level, Texas Department of
Community Affair:4 December 1984, p.48)
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In many cases, cooperation, collaboration, and linkages with other agencies and organiza-
tions in the community will contribute to the foundation of a learning approach. For
example, practice exercises in adding money can be done on deposit slips provided by a
local bank. What better place is there to demonstrate the ability to open a bank account?
Exercises in alphabetizing can be developed from local phone books. What better resource
is there for local information on almost anything?

Publicity brochures from local resorts and recreation facilities provide real world reading
materials and add relevancy to other learning experiences. Employment forms, license
and credit applications, and accident report forms can be used to teach following
directions, functional writing, "patience," etc. They can also help young people learn
about the reason for, process, and use of each.

Many businesses, government agencies, police departments, labor unions, and community
groups, among others, furnish speakers at no charge. Companies, plants, military bases,
municipal facilities, and historical sites provide tours and informative/interactive sessions
at no cost. Printed materials on speaker and tour subjects can be used beforehand to
develop related vocabulary. It might be good to ask speakers and tour guides to use non-
technical language and avoid argot without accompanying explanation.

Viewing and writing capabilities can be improved as youth watch television. Participants
could be assigned to prepare short paragraphs about the news, a special event, or a
regularly scheduled program. Reasoning and analysis can be practiced by having enrollees
write about what they saw from a particular angle, perspective, or pcint of view. Having
them discuss and work through any differences only enhances the process.
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7. Certification
In hiring young people, employers have tended to use educational credentials as substi-
tutes for more direct measures of employability. Employment and training programs
increase the employability of young people, but have generally lacked clearly articulated
standards to enable employers to see the quality of programs or the capabilities of
graduates. Such programs should be designed to more closely meet the needs of the labor
.narket in what they teach, how they teach it, what is used to measure achievement, and
how achievement is recognized.

A mechanism is needed by which youth who do not follow the traditional education path
can still authenticate their learning, especially if it was obtained through participation in
an employment and training program. There needs to be a better articulation of
participant performance expectations and outcomes in a consistent and understandable
manner that is accepted by employers and other consumers.

This can be done through certification. Certification entails the development and
utilization of a document intended for public use which indicates and/or describes the
youth employment competencies attained by individual participants. It could be used as
an employability profile, product portfolio, job passport, program transcript, mini resume,
or diploma beneficial to youth and acceptable to employers. The document could also be
used as a letter of reference or recommendation for employment, apprenticeship, military
service, higher education, or further training. If agreeable to local/state education
agencies, the certificate could be a means of obtaining academic credit. This type of
construct could motivate and reinforce the efforts of participants who have never before
been positively rewarded for achievement.

A certificate can be an important signal to employers, participants, service delivery_ _

areas, and consumers. Employers see the document saying the bearer has met certain
performance criteria. This could be the crucial part of a hiring or promotion decision.
Enrollees see the certificate as a way to obtain employment. This could provide the
incentive for young people to invest themselves in their own training and schooling. The
SDA sees the process as one stimulating coordination and careful management of high
quality operations. The consumer sees the process as a way to assure acceptable and
suitable goods and services. When going to a garage, it is quite natural to feel better
after learning that all of the mechanics are certified by the National Institute for
Automotive Service Excellence (NIASE).
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The Consolidated Youth Employment Program (CYEP) was one of the progenitors of youth
employment competencies. During a 1980 work session, CYEP operators identified the
following benefits of certification:

o improved accountability with the community. Competencies answer the ques-
tion, "Why do we provide services?" They require a program to define its goals
and objectives and to insure their measurement.

o improved caseload and management decision making through continued reassess-
ment and charting a sequence of services by which counselors can make
decisions.

o promotes a linkage with the educational community.
o improves relations with private employers.
o places the program as a broker between school and jobs.
o provides programs with a clear link to local economic development.
o provides an impetus to training institutions to look at their curricula and

outcomes.

o provides feedback to participants on their own progress which, in turn, increases
participant confidence.

o establishes goals and objectives for participants in a structured system in which
young people learn.

o defines expectations and outcomes for participants.
o provides participants an entry into a career.
o can be used as an important public relations tool with employers, thus generating

more placements.
o redirects the service mix and increases the local capability to provide services.

Certification enables employment and training programs to better market their graduates.
Young people are better able to explain their capabilities. Employers receive written
substantiation of what a youth can do and can make a fairly quick determination of the
applicability of those competencies to their openings with a greater degree of assurance.

The effectiveness of youth programs can be made known to large numbers of employers by
strictly setting and maintaining standards for certification, rigorously monitoring perfor-
mance, and enthusiastically marketing the certificate.

If appropriately designed, certificates can be used as efficient and f:ilr mechanisms for
sorting workers into jobs where their competencies and training ote utilized. To the
degree that they replace devices that screen by race, age, aha sex with objective
measures of competency, they can reduce discrimination in the labor market.
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Certification affords employment and training programs a way to communicate program
goals and actual participant learning outcomes to those outside the field. In partnership
efforts with education, the school gets a reporting system which can furnish results to
supplement grades for in-school youth. Parents of special needs young people have a
means of tracing their child's progress on individual tasks.

Lack of credentials is often identified as a barrier to employment. Programs which offer
certificates have a built-in remedy. The young people earn certificates and turn a deficit
into an asset.

The certification process is the last step for a participant in a competency-based progam.
It has great practical value; if young people qualify for certificates, they will be able to
present proof of achievement to employers, recruiters, and admissions officers. Possess-
ing a document certifying proficiency in competencies, which is recognized and verified
by employers and consumers as necessary for entry level work, lets participants say: "You
want it. Well I know it, feel it, and can do it; and, here's my certificate to prove it."

Such an approach certainly differs from accepting a credential without understanding
what it means, as some people do. They just assume that if a young person lasted long
enough to get it, then he/she has enough drive, motivation, and perseverance to predict
successful adaptation to the discipline of the workplace.

Certification of a young person means that a program has made an on-line declaration of
responsibility for what it does. The program in effect offers an implied warranty with
every certificate presented that leads to a placement or some other form of positive labor
market status attainment. Pain of redress for faulty products unfortunately falls on the
next crop of enrollees. That is still no reason to hide from accountability. A program
would find it difficult to justify a refusal to present a certificate of competency
achievement to a young person, especially if the program took a positive termination on
that youth for the attainment of PIC-recognized youth employment competencies.

In order to meet the requirements of a sufficiently developed youth employment
competency system, there must be certification of youth employment competencies
attainment in the form of certificates to clients. Positive terminations for competency
attainment can only be claimed for enrollees who, through program intervention, achieved
capabilities originally identified as deficiencies, and are certified as having met compe-
tency criteria.
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Competency-based positive terminations are used locally by contractors to satisfy
payment point requirements in performance-based contracts. They are used by SDAs to
get credit for numbers and for performance standards incentive awards. They are used by
states to obtain a good national image. Certifying on paper that these outcomes are
worth the ink and pulp is not an unfair burden. It means taking the credit, either way.
Saying that "we don't do it now, and we don't want to change" hardly constitutes a cogent
argument against certification. If the collective mission is achieved, then a national news
magazine probably won't ask on its cover: "Why can't Johnny show up on time?" Should
the mission not succeed, the question ought to be riised.

According to the Spokane (Washington) City-County Consortium policy directive on youth
employment competencies, "attainment of the planned competency must be certified by
the program director and outside employer/instructor as appropriate. A copy of the
certification form must be maintained as part of the permanent participant file." (p. 5)
Los Angeles County, in its Youth Employment Competencies Workbook, advises:

"As part of the completion process, agencies with approved competency-based
programs should plan to issue Certificates of Completion to youth completing
training which specify the competencies attained. The exact type and content
of the certificate will be left to each agency's discretion." (p.11)

Certification is presently required by policy in most states. Spokane and Los Angeles
County show that it is quite reasonable to require that certificates be given to
participants indicating the competencies acquired and signed by an accountable official.
Let form and format be decided locally, as long as certification occurs. System integrity
can be maintained without discouraging innovation and encouraging rigidity.

For participants, the primary purpose of certification is to effectively and persuasively
communicate achievement of youth employment competencies recognized by the PIC.
Certificates attest to employers and other consumers that young people have the skills,
knowledge, attitudes, and behavior to successfully function in the labor market. After a
time, certification becomes representative of the quality of training and preparation
"behind the paper" the organization's success in producing good workers, trainees,
recruits, or students. The key issue is credibility. Does the program turn out young
people who actually possess the competencies that are claimed?

It is helpful to develop a marketing strategy for obtaining legitimacy and acceptance in
the local business and industrial environment from consumers of project output. This can
be done through media, intermediary organizations like the chamber of commerce,
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brochures and other printed materials, and personal contacts. Improved capabilities mean
little if not recognized by employers at-large in the community as indicative of
significant and relevant accomplishments by program participants.

The best way to "sell" the certification of competency standards is through a proven track
record and by turning out solid products, i.e., young people who can really do what the
criteria say they can. This could effect higher expectations and better employer
impressions of employment and training programs. It would help young people satisfy
hiring requirements or fulfill admissions qualifications for apprenticeship programs,
further training, military service, or higher education. Such an undertaking with active
participation by key people from the public and private sectors could contribute to
making entry standards competency-based and thereby more open.

To increase employer confidence in the certification process, have them (a) be integrally
involved in establishing the competency strategies, (b) take part in teaching/learning and
measuring gain, and (c) assist in the design and development of the certificate. Los

Angeles County has formalized employer review and input in these areas, as can be seen
in Display 31.

Display 31.
Los Angeles County Service Delivery Area

Youth Employment Competency System

EMPLOYER INPUT CERTIFICATION

As an authorized officer for
(Agency)

"the Agency," I certify that the Agency has solicited and obtained employer review and

hereafter referred to as

input in developing the Agency's competency statements, competency-based training

curriculum/plan, and competency-based entry assessment and testing instruments sub-

mitted with this certification.

Signed:

Date:

(Authorized Officer)

* * *
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One way to gain local acceptance, assure quality control, get people involved, and achieve
change would entail inviting employers, educators, training facility representatives, and
armed forces recruiters to participate in evaluating samples of youth who program
operators say have attained PIC-recognized competencies.

To have a portable, acknowledged certificate of achievement, there must be a consistent
framework for defining, measuring, and tracking individual accomplishments. Standards
must relate to local labor market needs. Programs ought to ascertain whether their-
measurement schemes are good predictors of future performance. They should attempt to
answer the following questions:

o what do consumers need to know to make hiring or acceptance decisions
concerning program graduates?

o how much information is useful to and desired by employers? adm issions
officers? recruiters?

o what is the most efficient and cost effective way of producing such data?
o how should the certificate be formatted to make it most benefiei 4 to consumers

and young people?

Something valuable is lost when competencies of participants do not match the require-
ments of available jobs. Certificates only reflect what is taught and learned in the
program. They can, however, be constructed to represent as broad an array of outcomes
as possible across the three youth employment competency areas. Certificates should be
pliant to better correspond with employer needs. For example, some employers want to
see basic education results expressed in year/grade levels, while others have to have them
in terms of functional competencies.

There has been some thought given to the advisability of displaying on certificates not
only the achievement of competencies, but also each individual's particular scores. This is
an issue that bears careful consideration. Generally, back-up data or transcripts will yield
such information, so it is not hidden. Placing it on the face of a certificate creates a
report-card-like effect, and could engender intra-program competition and strife, as well
as an unintended post program rank-ordering effect in the labor market. However, it also
makes things more like the real world where ranges of scores generally allow gradations
of performance to be seen. Noting individual achievement on certificates can help keep
young people motivated, when they move past "minimum" competency levels by giving
them additional incentive to excel.
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In order to have the greatest impact on the employer community, programs require clear,
understandable, and relevant certification of acquired competencies. The certificate is
often the only supportive paperwork available for dropout youth with little or no work
history who are applying for a job. Consequently, these certificates should be professional
in design, content, and appearance. All too frequently, programs attest to a youth's
competency achievement with a xeroxed document which is barely legible and of
questionable value. This practice is not only counterproductive to labor market entry, but
it reflects negatively upon the issuing organization. The extra effort required to
professionalize "graduation" certificates is far overshadowed by the practical benefits
accruing to both the young person and the program.

The nature of the competencies acquired should be clearly delineated on the face of the
certificate, or on the reverse side, through attachments, etc. This explanation should be
as complete, precise, and concise as possible. Most programs list only what was achieved,
not what was not achieved. They do so to enhance the positive and avc'..1 the negative
connotations of a large number of unchecked boxes or blank lines.

A program can't take positive credit for competencies possessed by young people at the
time of enrollment. However, these capabilities can and should be reflected in some
manner by the certification process along with those achieved in the program to help
youth obtain employment and meet entrance requirements. Additional data is often
appended in transcript form.

The certification construct is not helped 'warding non-competency-based certificates
for participation or completion which only s, that youth were In the program a certain
amount of time. The "watering-down" effea _s as real as it is perceived. Handing out
meaningless "time-log" certificates for window dressing and political appeal just doesn't
seem to be worth it.

The question of who signs the certificates, for what purpose, in which order, and for what
competencies can be interesting. Usually the signatories include the PIC chairpersaa, the
local elected official, the program director, and the "teacher" (employer, site supervisor,
or instructor) where such an addition would give the certificate more weight. They sign
to attest to the acquisition of the indicated competencies. The delicacy of sequencing is
sometimes handled by having the signature lines equally placed on a horizontal plane. All
parties generally sign every certificate, except for teachers who are included as
appropriate.
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The following examples of certificates from the Suburban Hennepin County (Minnesota)
Area Vocational-Technical Centers (Display 32) and the Benton Harbor (Michigan) Area
Schools (Display 33) are of the complete variety. Certificates can range quite a bit in
complexity as can be seen by looking at the samples in the appendix section keyed to this
chapter. (See Displays 32 and 33.)

Certification can be in the form of a letter from the program "to whom it may concern"
or to specific employers attesting that a particular participant has attained certain
competencies. Display 34 presents a very well thought out and executed approach using
letters of introduction as work credentials. This three part display comes from the
Kansas CYEP experience. The directions and letter tw:lialize many of the positive and
pragmatic tenets of certification. (See Display 34.)

It should be remembered that in some instances, it may be necessary to get release forms
from participants and/or their parents in order to use some measurement results for
certification purposes.

A number of educational credentials, occupational certifications, and professional licens-
ing procedures have long been used as sorting devices to help employers compare the
abilities of potential employees. These include school diplomas and degrees, the G.E.D.,
apprenticeship classifications (apprentice, journey, master), military occupational special-
ties, and performance tests such as NIASE, among others.

Such devices have consistency, and are accepted by employers, labor unions, educational
institutions, and occupational associations. They have geographical mobility and cross-
discipline transferability. This was accomplished in part through articulation the
development of mechanisms to allow individuals to gain credit for learning accomplished
in one system so that it can be applied to the prerequisites of another. This has been
started to some small degree in employment and training through the award of school
academic credit for work experience obtained in employment and training programs. In

doing this, schools were actually extending the concept of accreditation to experiential
and non-traditional learning. Involved employment and training programs were judged on
the quality of such input items as supervision, work assignment, materials used on-the-job,
and time spent on site.
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ico

county Area Vocationa

JOINT INDEPENDENT SCHOOL DISTRICT *287

This cedifies

has the competencies evaluated on the
reverse side for the program

and is therefore entitled to receive this

Recognition

given this day of , 19

Chairman of the Board Superintendent
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RATING SCALE
6 Performs Mk/competency

with exceptional ability.
5 Performs task/compatencY

with speed and quality.
4 Performs task/competency

at job entry.
3 Performs task/competency

with periodic assistance.

2-- Performs task/competency
with constant assistance.

1 Cannot perform this task/
competency satisfactorily.

T-- Task/competency accom-
plished at or above job en-
try level by performance-
challenge test.
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ompetencp Certificate
The Vocational Education Department of the

Benton Harbor Area Schools
i hi (!lrrtiftj /flat

ADVISORY COMMITTEE CHAIRMAN

DIRECTOR VOCATIONAL EDUCATION PRINCIPAL.
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Student Name

STUDENT TASK ACHIEVEMENT RECORD

Electroniza
Program Center Date Entered Date Left

Employers can expect se.tisfactory job entry work skills only in the Tasks completed and should
not consider just being enrolled in a program or time spent in the Benton Harbor Vocational Ed.
program as indicative of the student's capabilities.

Attendance Information:
Days Absent: Semester 1 Semester 2 Semester 3 Semester 4
Times Tardy: Semester 1 Semester 2 Semester 3 Semester 4

Work Experience Type Dates Successful Coordinator

Task List - Scale: 1 - Aware of Task, 2 - Completes With Help, 3 - Completes Without Help,
4 - Can Demonstrate To Others, 5 - Not Covered.

1 Identify common computers 24._Assemb1e amplifigrs
2. Explain the funct. of common components 25. Use AND gates
3. Read schematics 26. Use NAND gates
4. Use the color code 27. Use OR gates
5. Solder 28. Use NOR gates
6. Assemble a circuit from the schematic 29. Use multivibrators
7. Hand wire a circuit 30. Use decade counters
8. Make a circuit board 31. Use sequential generator
9. Assemble a circuit on a circuit board

_

32. Use decoders
10. Use OHM's law 33. Explain semiconductors theory
11. Use the power law 34. Work with semiconductors_
12. Use series circuit rules 35. Work with binarAT codes/decimal systems
13. Use parallel circuit rules 36. Explain logic gates
14. Measure resistance 37. Use boolean alg_ebra
15. Measure voltage 38. Explain flip flops
16. Measure current 39. Desio sequential logic circuits
17. Ex lain motor o eration 40. Design binary logic circuits
18. Explain generator/alternator operation 41. Design BCD counters
19. Show power supply principles 42. Design shift registers
20. Explain A.C. theory 43. Design combinational logic circuits
21. Show power supplY principles 44. Work with digital counters
22. Explain resonant circuit 45. Explain digital computer organiz./oper.
23. Use spec sheets

For further information, employers may contact Benton Harbor Area Schools Voc. Ed. Dept.
Skill Center: 926-8251 Tech Center: 927-2416
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Display 34.

LETTER OF INTRODUCTION/
WORR CREDENTIAL

PURPOSE: A "Letter of Introduction/Work Credential" is prepared for
each participant.by the Team office upon completion of an area of
competency and/or completion of benchmarks. This letter lists all
benchmarks accomplished by the participant during his/her training,
as well as any additional skills in which the participant is profi-
cient. A participant may request a "letter/credential" at any time
during his/her training.

PROCESS: The individual Team offices will be responsible for prepar-
ing the "Letter/Credential" on their own letterhead. The letters
should be typed originals and should follow the outline of the fol-
lowing sample.. ALdifferent letter is available for each competency
area; however, oray one is included here for illustration.

DISTRIBUTION: Participant - Original
Team File - Copy
Generalist - Copy

GENERAL INSTRUCTIONS: The letters should be individualized for each
participant. The letters should not contain the entire body of the
sample letter unless the skill has been achieved. Your letters should
not contain lines to be filled in or marked with an X. Numbers fol-
lowing the middle section correlate to the numbered benchmarks for
that competency area.

The "Letter of Introduction/Work Credential" is des...,%,:ft introduce
the participant to a potential employer. This should help a partici-
pant in finding unsubsidized employment.

The generalist will choose the appropriate sample letter and insert
all necessary information. It is then given to the mannower aide to
type. The manpower aide will then type only the appropriate informa-
tion (deleting all information that is not marked). The manpower aide
will obtain the generalist's original signature. A copy of th(2 letter
is retained for both *the team and generalist's files. This "Letter/
Credential" may be given directly to the participant or sent to an
employer, depending on the individual circumstances.
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(Date)

Dear Employer,

has been enrolled in the Educational Skills phase
of the CETA Consolidated Youth Employment Program. To progress through
this phase, must have demonstrated proficiency in a number
of skills. (He/She) has met the requirements in the following area:

Addition (1)
Subtraction (2)
Multiplication (3)
Division (4)
Problem Solving (5)
Making change (6)
Telling time (7)

These skills should help make
to you.

Standard weights & measures(8)
Rule measurements (9)
Word pronounciation (10)
Written comprehension (11)
Communicate in writing (12)
Communicate orally (13)
Spelling/punctuation and
'sentence structure (14)

a more productive employee

If you would like additional information regarding
training and/or performance, please contact me at the
CETA office.

Cordially,

Generalist's Name
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(316) 421-3440
3026 Main
P. O. Box 646
Pomona, Ks. 67357

STATE OF KANSAS
DEPARTMENT OF HUMAN RESOURCES

John Carlin, Governor
COMPREHENSIVE EMPLOYMENT & TRAINING ADMINISTRATION (CETA)

Michael A. Forbes, Area Coordinator

April 9, 1981

Dear Employer:

(316) 232-2620
409 N. Walnut, State 2

P. 0. Box 1381
Pittsburg, Ks. 66762

John Davis has been enrolled in the Work Maturity phase of the
CETA Consolidated Youth Employment Program. To progress through
this phase, John must have demonstrated proficiency in a number
of skills. He has met the requirements in the following areas:

Timeliness Notification of absences
Cooperation with Supervisors Attendance
Cooperation with Co-Workers Completion of tasks

These skills should help make John a more productive employee .
to you.

If you would like additional information regarding John's train-
ing and/or performance, please contact me at the Parsons CETA
Office.

Youth Generalist

AK/db
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Educational accreditation examines course objectives, instructor expertise, teaching
materials, methodology and content, student evaluation procedures, and the overall
administration of the program or institution. The American Council on Education (ACV
has applied a similar methodology to measure the learning represented by demonstrated
job competencies. This approach was used with non-military apprenticeship programs, and
focused on: pre-selection procedures, related instruction curriculum, work processes
learned on-the-job, supervision, and evaluation of apprenticeship achievement.

ACE, using the military occupational specialty as a base, developed a military transcript
known as the Army/ACE Transcript. It documents the competency attainment of military
personnel in terms understandable to educators and others not in the armed forces. The
Transcript contains credit recommendations which educational institutions can use to
determine the amount of credit to grant for the military experience. This document is a
translation of learning outcomes from one developmental system (military training) to
another (traditional education).

In a February, 1985, New York State information bulletin on youth competencies, the
following question-and-answer was included:

"Q. If each SDA can have a different youth competency system, then
how can an attainment of a youth competency be useful for a
participant looking for a job in another area?

A. This is where certification becomes important. When a participant
achieves a PIC recognized competency, the participant should be
certified as 'competent' in this area. Ideally, a certificate of recogni-
tion sheuld be awarded. Part of the certificate should be a 'report card'
describing the specific skills learned and the level of learning. The
'report card' should be in clear, jargon-free language. It is this
document that the participant can take to another SDA or employer to
show what they have learned."

However, folks in the other SDA may not "buy" the terminology, content, criteria,
procedures, and format of the certificate. There is no common denominator effect. The
employment and training system needs the certification equivalent of a G.E.D. for its
participants in order to foster transferability of competency-based outcomes from one
jurisdiction to another. PICs ought to work toward establishing common meanings for
certificates, for the good of participants and the system.

The hope is that the development of a commonly understood and utilized medium of
exchange could (a) help relate a wide variety of certification, credentialing, and quality
control schemes to each other, (b) help facilitate greater movement of participants/
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students between programs, and (c) help increase acceptance by employers of young
people who achieve competencies. This type of undertaking not only assures a high
standard of output to the community and consumers, but also requires a program to
become keenly aware of its basic philosophy and major purpose, and the means by which
they can be achieved. A program or institution should, in fact, continually strive to
improve its current performance level.
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8. Documentation
A. Construct As the concept of youth employment competencies evolves, it becomes
clearer that management and administrative issues merit serious consideration. Program
design and operational concerns are paramount, for they directly affect young people.
However, to effectively establish a competency system requires a solid data base, a
method for gathering and using information in a timely manner, and a comprehensive file
maintenance, recording, document transmittal, and reporting process.

The National Governors' Association, in "The Five Year Dilemma" notes that:
"Unfortunately most employment and training programs have not made
a practice of documenting the competencies attained by youth in a
reliable, consistent, and understandable manner accepted by employers.
This lack of attention to documentation of skills has restricted the
options for many young people." (p. 11)

This situation should be rectified by the sufficiently developed youth employment
competency system requirement concerning_ documentation. A local competency system
must encomms documentation of intra-program learning gains achieved by young_people
through internal maintenance of enrollee files and external reporting of competency-
based outcomes.

Documentation is a formal and coordinated process to collect, record, analyze, and report
accurate data on individual client progress and performance. It reflects all facets of the
youth employment competency system. The documentation process as a whole provides
written _proof that each segment of the program occurred and furnishes evidence as to
whether or not it was done right.
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B. Recording The participant record contains the results of each attempt to achieve
every competency specified for the young person in his/her employability development
plan. It enables enrollee accomplishment of EDP goals and objectives to be tracked, and
substantiates that gains were made within the period of program participation. As the
State of Maryland says in its policy:

"It would be misleading for SDAs to count as positive terminations
those youth who already possessed the competencies recognized by the
PIC upon entry into the program."

Since documentation captures the whole program experience, the written record serves as
*ustification for needs measured treatment rescribed activity and site assi ment
recognition of attainment, and taking a positive termination. Subcontractors use material
in client folders as the basis for seeking compensation at particular performance-based
contract payment points.

In meeting the sufficiently developed system requirements, localities have to determine
the types of information that must be documented, the forms to be used, the frequency
(weekly, monthly) of recording, and the functional responsibilities involved. A local
jurisdiction will need to decide:

o What constitutes proof/evidence?
o How much back-up data is enough?
o What should be kept/stored? Where and by whom? When? For how long? Why?

In documentation through recording, there is a difference between (a) already existing
data, instruments, and measurement results, and (b) recording formats which are specially
developed to keep track of a participant's progress. The two should be used in
complementary fashion.

It seems that every locality would have to maintain in each enrollee's file some degree of
information related to all of the following topics:

o eligibility, intake, and enrollment

o PIC-recognized competencies taught, levels of achievement, and means of
measurement

o assessment, whether for screening, needs determination, or meeting entry
requirements for courses, classes, components, or modules
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o employability development planning, including diagnosis and assignment to
particular serviee providers, project sites, and staff persons

o learning activities and related curriculum abstracts, status changes and length of
stay, program-participant contracts, site agreements, counseling comments

o evaluation, whether for interval progress checking, updating, or gain determina-
tion

o attainment of competencies

o certification and awards

o supportive services and needs-based payments

o job development efforts

o acquisition of labor market status

o termination

o follow up.

These topics are often covered by existing forms, e.g., every program has forms covering
enrollee entrance and exit. Measurement encompasses its own tools, such as test
booklets, episode instructions, answer keys, checklists, and rating scales. Log sheets are
usually employed to record attendance and punctuality. EDPs constitute roadmaps of
service for each young person. Job descriptions and letters of recommendation from
instructors and supervisors can help explain what is learned and how well.

These forms are most helpful in documenting parts of a young person's stay in a
competency-based program. However, they do not always combine to form a cohesive
picture. This is where specially designed recording formats can play an important role,
serving as a means to both track an individual's performance and congruently organize all
other file data.

These formats should contain an explanatory overview, competency spread sheets, master

needs identification records, master competeney acquisition records, and

instruments/scoring procedures keyed to the "master" records. Such a common sense
approach helps summarize what is going on for each young person, and can be easily
tabulated to show how the program is working overall. The combination of available
forms and newly developed formats solidifies the parts into a systemic whole.



Each service delivery area doing competencies will need to decide whose signatures will
be required on which documents, and at what points in the program, to underscore the
veracity of client records. As the forms and formats coalesce and become a system,
guidelines ought to be established covering paper flow, completeness and accuracy checks,
document transmittal process, distribution of records, and access to files.

Records may be kept at a number of places at the SDA offices, at a subcontractor's or
service provider's place of business, or at a program site. In order to reduce the paper
load as much as possible, there should probably be only one complete set of records for
each enrollee maintained within a service delivery area. The repository ought to be the
most convenient and efficient place for such a purpose. There may be times when
duplicate copies of primary documents or back-up material on the attainment of youth
employment competencies may be required, such as audits, monitorinq visits, or compli-
ance reviews. Preparing for such events beforehand keeps the burden manageable.
Documentation ought to be a streamlined process. Excess should be weeded out and
eliminated. For example, it may not be necessary to keep every practice sample
application form a youth completes.

T11 issue of maintaining records in automated or manual style always arises. For those
who can afford it and have a willing staff, computers seem to be the preferred choice.
Computers are faster, more precise, and have much greater capacity, although they do
occasionally go down. Most people who have ever used the automated route to compute
cross-project, inter-variable, multidimensional results would not like to go back. Those
beset with manual procedures must determine the best ways of physically handling paper,
from among options like central files, portable portfolios, folders, or notebooks, with each
alone or in multiples using one or two sections, e.g., "complete"/"incomplete." It is best
to mix and match to find out what works best in a given locality.

The State of Texas policy on youth employment competencies addresses record keeping as
follows:

a SDA must be able to document that it has in place a methodology
for assessing, recording, and verifying the performance of youth against
the competency standards approved by the PIC. This is most often
accomplished by placing all forms (pre-post tests, assessment instru-
ments for specific competencies, etc.) in participant files. A summary
form signed by the teacher/trainer and indicating a date of attainment
of each competency is also useful as a quick reference to a participant's
competency attainments." (p. 9)
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The State of Wisconsin has decided that:
"Documentation must be maintained on each participant in the compe-
tency system either at the program operator or the SDA level. Copies
of the initial assessment, the individual plan of services which describes
the competencies to be attained, and interim assessments must be
included in every participant's file. A copy of their 'certificate' or
some other form of documentation indicating attainment of the compe-
tencies must also be in their file." (p. 22)

The State of California requires that:
"If youth are to be reported as having attained employment competen-
cies, documentation must be on file to substantiate that the partici-
pants attained the competencies as a result of JTPA participation.
Participant files must include:
1. Pre-test/assessment documentation which substantiates that the

individual did not have the employment competencies recognized
by the PIC prior to JTPA participation.

2. Substantiation that the individual was enrolled in a JTPA activity
to develop the competencies which were found deficient.

3. Post-test documentation which substantiates the attainment of the
PIC-recognized competencies." (p. 2)

These requirements for SDAs in Texas, Wisconsin, and California crystallize the purpose
of documentation using evidence from the major elements of a youth employment
competency system to prove that learning gains achieved by young people are directly
related to program participation.

SDAs must also delineate requirements for their program operators. The Spokane City
County Employment and Training Consortium policy is as follows:

"Progress in activities leading toward competency attainment must be
documented in the participant file using a tracking docuffient, normal
activity progress reports, and/or the individuars counseling narrative.
A Status Change Form should be completed and sent to the Consortium
when all goal areas within a particular competency are attained as
planned." (p. 5)

The Los Angeles County SDA requires that participant files must contain:
" the initial assessment instrument that documents the competencies

a youth lacks;

the training plan which lists the services/training that will be
provided to assist the youth in attaining the competencies he/she
lacks;

the tests and other documents which demonstrate the youth has
attained the competencies he/she lacks as a result of training." (p.
12)
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With the requirements specified, it may be necessary to develop some special formats to
document the acquisition of youth employment competencies, even though a variety of
regular program forms are available.

Figure 19 presents on: approach to formatting competency documentation. Part A
provides an overview of the system, including documentation. Part B furnishes a spread
sheet listing of numbered competency statements. Part C the Master Needs Indentif
cation Record shows a participant's standing at the beginning of the program. Part D
contains means of determining attainment of resume, attendance, appearance, and
interpersonal relations competencies, all keyed by competency statement content and
number to both the Master Needs Identification Record and Part E the Master
Competency Acquisition Record. Part E clearly delineates a young person's standing at
the end of the program concerning the attainment of youth employment competencies.
This format does not include places for participant or program identifier information,
which varies tremendously by locality.

Figure 19.

Part A.
Youth Employment Competency System Overview

The Youth Employment Competency (YEC) System will provide participants with needed
skills, knowledge, attitudes and behavior in the areas of job finding, getting, retaining, and
advancing, basic skills, and occupational proficiencies. Pre-Employment/Work Maturity
competencies will be taught to young people in a congruent and flexible fashion that will
enhance relationships between the following key elements:

client needs and requirements
project goals, objectives and outcomes
activities provided
service delivery configuration/contractual management
approaches to learning, and
competency technology utilized

Basic education and job specific skills will be delivered on an individualized basis, with the
general format able to be adapted/tailored to their particular situtaion.

Operations are founded on the hierarchy of career development principle, with youth
progressing along the continuum of services until they enter employment, obtain an
employability enhancement termination, or attain youth competencies. Jobs are the
number one priority for participants, followed by either entering non-Title II training,
returning to school, or achieving a major level of education. Competency attainment will
not be the primary planned outcome for any youth, but rather will be seen as a job
placement/marketing tool to help move clients into the labor force. In some instances,
high risk, in-school, and other young people will not be able to enter employment or obtain
an employability enhancement termination. Since those youth will, in most cases, have
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attained youth competencies, the program feels justified in taking positive terminations
for having facilitated their cognitive, affective, and psychomotor growth,,

Youth employment competencies in and of themselves comprise the necessary components
of job readiness or employment competence. The assessment/deficiency identification
stage will determine the learning requirements of young people. These objectives can
then be met for each young person through project offerings available "in-house" or under
sub-contract. As youth enroll and move through the programs, the Pre-Employment/Work
Maturity, Basic Education, and Job Specific Skills Competencies can be taught and
evaluated at any point/interval and in any order. Such structural, contextual, procedural
and sequential fluidity enables client needs to be addressed at any rung of the ladder from
the intake/EDP phase to termination. As individual youth flow between the various
components, their movements will be charted by the maintenance of current activity and
status f or ms.

Participants can demonstrate proficiency in one, some, or all of the competency
categories. To be accepted as a "potential" positive outcome in the competency
termination track (appropriate if no other post-program status is accomplished), a young
person must be found to have need of assistance in a minimum number of competencies
taught in at least one of the three categories.

A youth must reach the level of achievement/benchmark in a certain percentage of the
competencies in each area in order to master the category (Pre-Employment/Work
Maturity 80%, Basic Education 100%, and Job Specific Skills 80%) and enable the
program to record/report a positive termination for the attainment of youth employment
competencies. Competency acquisition will also be recorded where skill/behavior gains
served as stepping-stones to jobs or employability enhancement terminations. It should be
noted that all skills/behaviors and indicators have performance levels. Eventually,
programs may operate a refined competency system tiered by differences in client
characteristics (e.g., age or in-school/out-of-school), type of modality used, or nature of
contractors/service providers.

The youth competencies are employment-related, quantifiable, measurable, verifiable,
and balanced so that they are achievable by most youth without being easily gotten by all.
They have been recognized by the Private Industry Council and are based on significant
private sector and education input. Young people acquiring competencies will receive a
certificate that should prove to be helpful in obtaining jobs.

Client competency acquisition will be carefully documented, with master forms tracking
pre- and post-findings to provide evidence that gains were made through program
participation. Files will contain back-up assessment and evaluation data/instrumentation
to assure that MIS and FMS calculations will yield accurate positive termination rates and
cost per positive termination figures.

The program will closely monitor, review and oversee the operations and output of its
youth employment competency system and furnish development/implementation help to
subcontractors through orientation and training sessions and follow-up technical assist-
ance. This will help tie all of the pieces together, increase objectivity, improve staff
understanding of definitions and procedures, and explain each part of the system in terms
of: what needs to be done, how, why, when, where, for whom, and by whom.
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Part B.

Pre-Employment/Work Maturity Competencies "Spread Sheet"

(The participant is
proficient in...)

Skill/Behavior

I. Job Seeldng:
a. Career Decision Making
b. Labor Market Awareness
c. Applications
cl. Resumes
e. Interviews

II. Job Keeping:
f. Punctuality

g. Attendance

h. Attitudes

i. Appearance

j. Interpersonal Relations

k. Task Completion

(as demonstrated by
attaining this...)

Level ofAchievehmark

Score of 80%

Score of 80%

Score of 80%

Score of 80%

Score of 80%

Score/Rating of 90%

Score/Rating of 95%

Rating of 80%

Rating of 80%

Rating of 80%

Rating of 80%

* * *
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(on the...)

Means of
Measurement/Evaluation

Segment 1 of Checklist
Segment 2 of Checklist

Sample Application Form
Resume Exercise
Mock Interview Episode

Part 1 of the
Participant

Part 2 of the
Participant

Part 3 of the
Participant

Part A of the
Participant

Part 5 of the
Participant

Part 6 of the
Participant

Program Site
Review Form
Program Site
Review Form

Program Site
Review Form
Program Site
Review Form
Program Site
Review Form
Program Site
Review Form



Part C.

1.

Competency

Master Pre-Employment/Work Maturity Needs Identification Record

6.

Site
Assignmenl

2.

Determined
as Requiring
Assistance

(Yes/NoDate)

3. 4.

Point of Means of
Determination* Determination**

5.

Intervention
Strategy(ies)

Prescribed***

I. Job Seeking

a. Career
Decision
Making

b. Labor
Market
Awareness

c. Applications

d. Resumes

e. Interviews

II. Job Keeping

f. Punctuality

g. Attendance

h. Attitudes

I. Appearance

j. Interpersonal
Relations

k. Task
Completion

7. Total Competencies to be Addressed
(Minimum of 6 required for positive termination competency track)

8. Potential (Attained Youth Employment Competencies) Positive Outcome:

* Screening/Selection, Intake, Assessment, EDP, Participation in Activity
**

***

Yes No

Question and Answer, Observation, Product Review (Pre-measurement Instruments by
Name)

Particular Program Activities (by name)
Relevant data/instrumentation from the points and means of determination in (*Lin«)
above are included in file.
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Part D.

Resume Exercise. Item d. Resumes: Assessment and Evaluation Format

Instruction= Participants should be scored on how well they perform on a resume
exercise. Raters should review the participant's product, and objectively score (them)
according to the following scale:

5 Excellent
4 Good
3 Satisfactory
2 Fair
1 Needs Improvement

Superior Performance
Outstanding Performance
Acceptable Performance

Below Average Performance
Unacceptable Performance

Participant demonstrates proficiency in resumes by attaining a score of 80% on the
following indicators (see attached sheet for explanation of indicators), evidenced by
product review.

Indicators

1. Resume is printed in accordance with selected format.
2. Appearanct is neat.
3. Resume is legible and readable.
4. Spelling, grammar and punctuation are correct.
5. Resume is organized according to selected format.
6. Names are accurate and complete.
7. Addresses are accurate and complete.
8. Telephone numbers are accurate and complete.
9. Dates are accurate and complete.

10. Job titles are accurate and complete.
11. Duties and responsibilities are accurate and complete.
12. School/training summary is accurate and complete.
13. Special interests, skills and qualifications are work related.
14. Information is included concerning the availability of references.

Total Possible Points 70

Total Achieved (with no score less than a "3" allowable for attainment of
competency*)

Percentage

Competency Attained: Yes No Date

*Notes/comments should be added for each score less than a "3".
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Resume Exercise: Explanation of Indicators

Indicator Explanation

1. Participant submits a resume which is printed according to guidelines of
selected format.

2. Submitted resume does not have errors or cross outs, has not been folded,
and is void of any soil marks.

3. Text and words can be discerned and understood.

4. Spelling, grammar, and punctuation are free from errors.

5. Resume consistently follows the selected format.

6. All names on resume include first and last name.

7. All addresses are unabbreviated and include zip code.

8. All telephone numbers are exact and include area code.

9. All dates on resume include both month and year.

10. All job titles listed on resume correspond to job positions.

11. All duties and responsibilities on resume are relevant to the job title.

12. All education and work preparation experiences include appropriate names,
titles, places and dates.

13. All special interests, skills and qualifications are related to anticipated
duties and responsibi?' of the desired job.

14. Participant includes th, statement, "References will be made available
upon request," or lists at least three (3) references as specified by standard
format.

Part 2. Item g. Attendance: Evaluation Format

Participant comes to and remains at program location during the assigned hours 95% of
the time (covering a pre-determined period of at least 10 consecutive days and including
the two halves of each working day), with prior notification of absence given and excuse
received in all situations, evidenced by time sheets/records or observation of
performance.

Total Possible Points 100 (each half day of the 10 day period counts for 5 points)
Total Achieved
Percentage
Competency Attained: Yes No * Date
*Notes/Comments concerning non-attainment:
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*Instructions for Parts 3-6, Items h.k.: Participants should be rated on how well they
meet the requirements of the program site as observed by the supervisor, instructor or
counselor, according to the following scale:

Rating Scale for Parts 3-6
5 Excellent
4 Good
3 Satisfactory
2 Fair
1 Needs Improvement

Part 4. Item I. Appearances Evaluation Format

Superior Performance
Outstanding Performance
Acceptable Performance

Below Average Performance
Unacceptable Performance

Participant demonstrates proficiency in appearance by attaining a rating of 80% on the
following indicators (covering a pre-determined period of at least 10 consecutive working
days), evidenced by observation of performance.

Indicators Rating (1-5)
1. Grooming, cleanliness and personal hygiene.
2. Appropriate clothing.
3. Requisite tools, equipment and accessories.

Total Possible Points 15

Total Achieved (with no rating less than a "3" allowable for attainment of
competency*)

Percentage
Competency Attained: Yes No Date
*Notes/comments should be added for each rating less than a "3".

Part 5. Item j. Interpersonal Relations: Evaluation Format
Participant demonstrates proficiency in interpersonal relations by attaining a rating of
80% on the following indicators (covering a pre-determined period of at least 10
consecutive working days), evidenced by observation of performance.

Indicators Rating (1-5)
1. Getting along with others.
2. Accepting supervision, guidance, constructive criticism, and

chain of command.
3. Communicating clearly.
4. Cooperation.
5. Courtesy.

Total Possible Points 25

Total Achieved (with no rating less than a "3" allowable for attainment of
competency*)

Percentage
Competency Attained: Yes No Date
*Notes/comments should be added for each rating less than a "3".
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Part B.
Master Pre-Employment/Work Maturity Competency Acquisition Record

1. 2. 3. 4.

Identified as Intervention Evaluated as
Needing Assistance Strategy(ies) Achieving Competency

(Yes/NoDate) Prescribed in EDP (Yes/NoDate)Competency

I. Job Seeking

a. Career Decision
Making

b. Labor Market
Awareness

c. Applications

d. Resumes

e. Interviews

II. Job Keeping

f . Punctuality

g. Attendance

h. Attitudes

I. Appearance

j. Interpersonal
Relations

k. Task Completion

5. Total Competencies Addressed
(Minimum of 6 required for positive termination)

6. Total Competencies Achieved

7. Percentage
(Minimum of 80% necessary for positive termination)

8. "Attained Youth Employment Competencies" Positive Termination Accomplished:

Yes No Date

Relevant needs identification, EDP, and evaluation data/instrumentation are included in
file.

* * *
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Job Corps programs use the Training Achievement Record (TAR) for individualized,
competency-based program record keeping and as the primary format to monitor the
progress of Corps members. At any juncture in a youth's participation in Job Corps, the
TAR provides a summary of performance to date in terms of the competencies set forth
in the course plan. Since each course module is built around a competency necessary for
employment in an occupational cluster or a single occupation within the cluster, the young
person's achievement is recorded by competency module instead of by a single task.
Display 35 presents the TAR.

The field of competency-based vocational education uses the competency profile to keep
track of a student's progress in the acquisition of competencies for a specific occupational
area. This format usually contains a listing of indructional units, competency statements
under each unit, a rating scale, background information, and a section for evaluating work
attitude. Should a locality seek to formulate its own competency profile, it might be
helpful to utilize the checklist in Display 36 sometime during the process.

The City of Los Angeles uses its Competency Work Plan and Profile to document
individual assignments and track participant progress on a regular basis. This format,
with accompanying directions, was prepared by Brandeis University and is shown in
Display 37.

Additional materials related to recording may be found in the appendix keyed to this
chapter.
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TRAINING ACHIEVEMENT RECORD
GENERAL EMPLOYABILITY TRAITS (proficiency code key)

FACTORS SCALE VALUE DEFINITION

PERFORMANCE

LEVEL

1
EXTREMELY LIMITED: Can do simple parts of taskNeeds to be told/shovm how to do most of task Needs
extremely close supervision

2
PARTIALLY PROFICIENT: Can do most parts of taskNeeds help only on hardest parpMay not meet local
demands for speed and accurscyNeods close supervision

3
COMPETENT: Can do all pans of taskNeeds only spot check of completed workMeets minimum local demands
for speed and accuracyNeeds job entry supervision

4
HIGHLY PROFICIENT: Can complete task quickly and accuratelyCan direct others in how to do the taskNeeds
normal supervision

KNOWLEDGE

LEVEL

a
NOMENCLATURE: Can identify parts, tools, and understand simple facts about eiskCan identify related basic
facts and terms

b
PROCEDURES: Con name most steps in doing taskNeeds help interpreting written instructionsCan explain
basic facts and state general principles

c
TECHNIQUES AND PRINCIPLES: Can explain how and when task must be done; why each step is neededCan
interpret written and oral instructionsCan analyze facts/principles

d
OPERATING PROFICIENCY: Identify, measure, and use trouble shooting techniques resolving task related
problemsCan evaluate conditions and make proper decisions

'.

PERSONAL

BEHAVIOR

I
UNRELIABLE, inappropriate personal appearance, disrupting, uncooperative, disinterested, disrespectful

..

II
OCCASIONALLY reliable, Cocparative, responsible, interested, respectful, end satisfactory personal appearance

III USUALLY reliable, cooperative, responsible, interested, respectful and appropriate personal appearance

IV
CONSISTENTLY tellable, cooperative, responsible, interested, respectful end appropriate personal
appearance

V
EXCEPTIONALLY reliable, cooperative, responsible, Interested, respectful and appropriate personal appearance.
demonstrates selfassurance

EXPLANATION

Occupational skills can be used alone or together In any combination to define a level of training achievement for a specific job skill.
Example: lb and/or b. General Employability Traits are to be used when rating attitude and professional behavior.

IMPORTANT: Recommended changes in format, line items, and employability traits should be fonvarded to: Chief, Vocational Training,
Office of Program Development, Job Corps, MA/DOL, Washington, D. C. 20213
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Name SSN

Title CARPENTER._CONSTRUCTION DOT Code 860.381

Dnte7Trainee Entered Training._

Certified by Form No. 440.84 A

Achieved Individual Marketable Skill PERFORMANCE
1 72 , 3 4abcKNOWLEDGE

Safety
4d1. Practice safety on the ldb

2. Know 4 use safe practice headline tools voodworkint machiesrv 4d
General

4d3. Know 6 understand carpenter termiaolosv
4. Use 4 meintain common band togli 3c
5. Use 4 maintain measurins tools 4 equivment 3c
6. Usk& maintain power overated-weodvorkiensachines 3c
7. Read. understand 4 interpret building sketches 2b

Foundations, Walls, Floors 4 Stairs
3c

3c

8. Layoutbuildint lines Vest stakes forjgrading
9. Build 4 place straight concrete forme
10. Line up 4 brace coocrete walls 4 columna 3c
11. Lay out footings, build or place forms 4 brace 3c
12. Build irregular concrete forms 3c
13. Lay out 4 cut stairs 4 treads; Install railings 2b

Framing (Foundations 4 Walls)
3cIC. Ley out 4 frame sill: 4 girders

15, Frame 4 set floor joists 3c .

16. Lay out walls 4 partitions 3C
17. Erect walls 4 Partitions 3c
18. Install sheathing kylaster grounds 3c

Roofs

3c19. Frame 4 set common rafters
20. Frame 4 set valley rafters 3c
21. Frame 4 set hip rafters 3c
22. Frame 4 met Jack rafters 3c
23. ..ly sheathin , com.osition shin les 4 other res of roof coverins 3c
Exterior Millwork

2b24. Determine Correct tools 4 materials, supplies for task
25. Overate skill sew electric drill 4 sander 3c
26. Set_uv 4 operate bench saw 3c
Interior Wall Coyerinas

3c27. Apply wood coverings

28. Apply compositionvaheet rock or fiber board 3c .

.

29. Install baseboards 3c
Floors

3c
5c

30. Lay sub-floorinA
31. Lay hardwood flooring
32. Bu ld 4 place forms for concrete floors 3c

167



440.
Finish

j3. Cut 6 fit base and mouldings 3c

IInterior

34. Set door jambs; fit 6 hang doors 3c
35. Fit 6 hand windows

3
36. Tit 6 fasten hardware 3

,Remodelini
'. 37. Install aluminum 6 vin 1 idi. 3c
..- 38. Install combination soca -owe & .00rs 3c

, 39. Lasym_p_r_a_r_r_m_i_nsoofingmaterfals 3c
40. Inst a um um porc enc mouses, awn ngs, pat o covers c
41. Install motel porch rails 6 stair raiii 3c
42. Install overhead garage coons 6 radio-controlled prep diii opener 3.
43. Instell plastic, asbestol 6 vinyl floor coverings
Additional Relat Train ng E ements

EDUCATION, TECHNICAL KNOWLEDGE- -JOE PHYSICAL PROFILE
PERFORMANCE KNOWLEDGE

1. 2 3 b r

1. Use instructions furnished in written, oral, diagram or schedule form 4d
2. Use arithmetic; applv practical algebra and geometry 4d
3. Reed and'inter.ret technical materials 4d
4. Prepare reports and summaries, conforming to good English usage 4d

1. Able to lift 50 lbs.maximum-car to 25 lbswalk & stand continuous!
. L a to c m use .e muse es & lege to stoopAneel.crouch.crawl

3. Able to use fin ere hands arms to reach handle feel 4
4. Able $o pee afficiently

______C Work both indoors 6 out4ous where physical hazards exist

ATTITUDES ARD PROFESSIONAL ETHICS
ATTITUDES & ETHICS

I II III IV V ,

J. Demonstrate correct safety practices on the job v .

2. Maintain appropriate personal hygiene and appearance III
3. Arrive on the job on time

IV
4. Is on the. job every day

IV
5. Perform work of consistently good quality IV

Kit91_222_r__Lceal.eitt-.6Fulifellworker III
Treat others courteously_ III -

, 8. Work with even temperament
. III '

r--2AACCUI-S2WIRCLIZILSACireiga IV
10. Eollow instructions willinalv IV
11. peal well with supervision IV
2 Willin 1 vo k unusual's hedules when re.uired

a,.p_2nuto"eakLxgip.sgLss2ngutnss13.Handlerorietainforroatioi
14.. Respect worth of equipment. comvanv and nersonnl property 1 ---rri
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INDIVIDUAL TRAINING COUNSELING (record)

Comments:

Trainee Signature

Date:

Instructor Signature

Comments:

Trainee Signature

Date:

butructor Signattue --w
Conunents:

Trainee Signature

Date:

Instructor Signature

Comments:

Trainee Signature

Date:

butructor Signature
Comments:

Trainee Signature

Date:

Instructor Signature

Comments:

Trainee Signature

Date:

Instructor Signature

Conunents:

Trainee Signature

Date:

Insttuctor Signature

Comments:

Trainee Signature

Date:

Insituctor Signature
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Display 36.
Checklist For Developing Competency Profiles

Level of Performance

Acceptable Unacceptable

1. Background information is included.

2. Rating scale contains 3-5 levels and contains good
rating statements.

3. Units of instruction are stated.

4. Competencies are stated for one unit of instruction.

5. Competency statements contain an action verb and
noun.

6. Competency statements are valid.

7. Competency statements are at the correct specificity
level.

8. Units of instruction and competencies are numbered or
coded.

_

(Source: "How to Write and Use Competency Profiles," Maryland State Department of
Education, 1978, p. 7)
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Display 37.
CITY OF LOS ANGELES

PILOT YOUTH COMPETENCY .SYSTEM
EMPLOYABILITY AND EDUCATION DEVELOPMENT PLAN

(EEDP)

DRAFT

INSTRUCTIONS
FOR

COMPETENCY WORK PLAN AND PROFILE1
(CWPP)

The Competency Work Plan and Profile is an official record keeping form designed
to document individual assignments and report progress ona regular basis.
The format allows participants to take an active role in setting goals and recog-
nizing accomplishment but requires careful monitoring by program staff.

HOW TO USE THE CWPP
After a participant completes the entry assessment process, and the individual
training needs are known and reported in the EEDP, a competency work plan is
4eveloped by assigning all pre-employment and basic skill units for which
training is provided.

e The key used to document progress is as follows:
Where the participant has tested through the unit (that is, achieved a
score of 80% or better on the University.of Wisconsin mastery test designated
for that unit OR produced a complete and acceptable product as identified
in the curriculum reference guide), the box is marked as follows: (-1-)

Where the unit is not offered or is not appropriate for the participant, the
box is left blank:
Where the unit is assigned, it is marked with a diagonal: El]

The participant then proceeds sequentially through the assigned units in
pre-employment and basic skills, using the CWPP as an assignment sheet.
At the end of each class period, the participant darkens the amount of time
spent in each unit (which can be recorded in 1/2-hour segments up to 6 hours),
the participant notes the completion of a lesson by drawing a line through the
bar next to the unit:

1.3. BUDGET AND MONEY MANAGEMENT
LI Unit 1.3.1. Monthly budget

When the unit is completed, the participant takes the designa- ted mastery test
OR produces a product as identified in the curriculum reference guide, which is
then checked by the instructor. If the passing level of 80% is achieved for the
test OR if the product is complete and of acceptable quality, the instructor
certifies completion by crossing the diagonal, calculatina total time, dating
and initialing the entry to avoid tampering by participants:

1.3. BUDGET AND MONEY MANAGEMENT
3L(,JZ- I'b. IX1 Unit 1.3.1. Monthly budget I I

c If the participant does not pass the unit test OR pro uce a c- omplete and
acceptable product, an "x" is marked above.the instructional hours bar by the
line, indicating that the unit test has been taken. More time is devoted
to learning/teaching that unit and the test is repeated. The instructor apTlies
the same notation as indicated the first time around:

1

1.3. BUDGET ND MONEY MNGMENT
244k= I 6' CX1 Unit 1.3.1. Monthly budget EL11.14, _1_1_1_11, AAAE
0K

The CWPP is kept in a participant folder so that the participant can refer to it
at the start of each class. At the end of the class, the participant .:..ecords
attendance as well as competency progress by darkening the instructional hours bar
and getting any completed work certified.

1 ,
rorm and tracking scheme modeled after the "CCP Competencies Plan and Profile" produced
by the Remediation and Training Institute of Alexandria, Virginia.
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CITY OF LOS AN'.:

PILOT YOUTH COMPETENCY SYSTEM
EMPLOYABILITY AND EDUCATION DEVELOPMENT PLAN

(EEDP)

DRAFT

COMPETENCY WORK PLAN AND PROFILE
FOR

PRE-EMPLOYMENT SKILLS AND BASIC EDUCATION SKILLS

Participant Name: I.D.#

Program Operator:

Entry Date: Exit Date:

KEY TO PROGRESS RECORD

C+3 Tested Through Ex) Mastered as Result of Training
C/3 Working On, Assigned C 3 Not Assigned or Offered

* C+3 Ex3 indicates complete and acceptable product or mastery test in participant file

1. PRE-EMPLOYMENT

PROGRESS RECORD* INSTRUCTIONAL HOURS
1.1. ASSESSMENT OF CAPABILITIES AND INTERESTS

3 Unit 1.1.1. Self assessment profile
C 3 Unit 1.1.2. Personal employment needs

1.2. DEVELOPMENT OF CAREER PLAN
3 Unit 1.2.1. Career selection
3 Unit 1.2.2. Short term/long term plan

1.3. BUDGET AND MONEY MANAGEMENT
3 Unit 1.3.1. Monthly budget
3 Unit 1.3.2. Bank accounts
3 Unit 1.3.3. Salary withholdings
3 Unit 1.3.4. Employee benefits

1.4. JOB SEARCH
3 Unit 1.4.1. Resources and procedures
3 Unit 1.4.2. Register with EDD employment assistance

C 3 Unit 1.4.3. Want ads, yellow pages, journals
3 Unit 1.4.4. Idenflfication of local employers
3 Unit 1.4.5. Contact local employers

1.5. RESUME PACKAGE
3 Unit 1;5.1. Resume writing
3 Unit 1.5.2 Cover letter

1.6. JOB APPLICATIONS
3 Unit 1.6.1. Completion of forms

1.7. INTERVIEWING
3 Unit 1.7.1. Personal appearance
3 Unit 1.7.2. Practice for success
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I 2r BASIC EDUCATION
1

PROGRESS RECORD
2.1. BASIC LEVEL

READING UNIT 2.1.1
C 3 e Signs and labels
C 3 Following directions
C 3 Road maps
C 3 o Dict'onary
C 3 °Library

WRITING UNIT 2.1.2

INSTRUCTIONAL HOURS

C 3

C 3

C 3

C 3

C 3

C

Personal information
Messages

COMPUTATION UNIT 2.1.3
Whole number identification
Addition
Subtraction

e Money
2.2. INTERMEDIATE LEVEL

READING UNIT 2.2.1
C 3

C 3

Newspapers and magazines
e Telephone book

C 3 Days, months, time
WRITING UNIT 2.2.2

C 3 Resume
C 3 Job application
C 3 Sentences
C 3 Paragaraphs

COMPUTATION UNIT 2.2;3
C 3 Multiply whole numbers
C 3 Divide whole numbers
C 3 * Word problems
C 3

C 3

Fractions identification
o Add fractions

C 3 Subtract fractions
C 3

C 3

Multiply fractions
e Divide fractions

2.3. ADVANCED LEVEL
READING UNIT 2.3.1

C 3 Reference documents
C 3 Consumer information
C 3 Interpret forms

WRITING UNIT 2.3.2
C 3 Compositions
C 3 e Advanced study skills

COMPUTATION UNIT 2.3.3
- C 3 Identify decimals
C 3 e Add decimals
C 3 Subtract decimals
C 3 Calculate percent
C 3 Graduated scales

3 Linear, area, volume measures
C 3 Calculator
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C. Reporting Reporting encompasses gathering, recording, storing, retrieving, aggre-
gating, and using data, more often about programs in the macro sense than separate youth

in the micro sense. Generating, coding, and utilizing information will raise procedural
issues similar to those discussed under recording.

Reporting occurs between delivery sites and program operators, program operators and
service delivery areas, service delivery areas and states, states and the Department of
Labor, etc. Reporting as an entity tends to blend in with its functional umbrella,
technocratically labeled the management information system (MIS).

The MIS can focus on administrative concerns in the area of youth employment
competencies, as well as promote better targeting and formulation of program mix. With
data obtained from source reports sorted into appropriate categories, carefully analyzed,
and judiciously applied, the MIS directly affects decisions concerning:

o program design and implementation
o screening and selection of contractors
o promotion of accountability and compliance
o monitoring program progress and performance

o institution of necessary modifications and refinements.

A management information system is as effective and productive as the data is accurate
and the users are astute. Sound information on a timely basis can facilitate efficient
daily management and operational control to keep small problems from growing.

Programs are reviewed to see if overall goals are being carried out. In the case of
reporting and MIS, the emphasis is more on programmatic goals than individual
objectives although the former is founded on the latter in the cumulative sense. Youth
employment competencies are the foundation of both.

Keeping the competency system "on track" is the reason for managing it. The MIS

provides answers to questions like:

o Is the program performing as planned?

o What and where are the weak spots?
o Do competency-based results and post program outcomes justify the resource

investment?
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Management practices, like carefully using MIS findings, make it possible for a program to
be accountable. Accountability means letting all interested parties know what the
program expects to do, and to what extent those expectations are being realized at
various time points.

Competencies expectations may be expressed as program goals, such as "85% of those
enrolled in basic education competencies will become functionally proficient in reading,
math, and language arts, or 90% of those attaining entry level proficiency as construction
electricians will get hired full time in the building trades profession."

After competencies are developed, quantified, and translated into learning objectives and
goals, performance must be reviewed constantly by checking accomplishments indicated
by program reports against planned outcome levels. If differences exist between the
planned and actual output, questions such as the following should be answered:

o What are the reasons for non-achievement?
o Are standards too high?
o Are participants being accepted who aren't ready?
o Could the teaching be ineffective or the measurement inaccurate?
o How can the program be modified to improve results?

It could be that the activities don't match the desired outcomes. Maybe particular
segments of the program just aren't working out well. The MIS can be established in a
way that is compatible with providing the answers to all of these inquiries, and more.
Management functions like reporting, which help foster accountability in competency-
based programs, also lead to enhanced credibility.

A question unasked before is,' "If there are adjustments required, how much will it cost to
make them?" An ideal way to promote the capacity for response is through an interface
of management information systems with fiscal management systems (FMS). The
information produced through such a link would allow for a much more specific
association between costs and benefits, and increase the ability to make cost effective
decisions related to competency-based programming.

Coupling management principles with operational practices makes for a more efficient
program, smoother functioning, and higher performance. Data from an MIS/FMS
interface enables monitoring and review activities to be more thorough and contributes to
greater overall quality control. Finally, hard facts combined with skilled interpretation
and practical, informed oversight bring about progressive project refinement.
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At least 44 states presently have specific line items for SDAs to report the acquisition of
youth employment competencies. Numerous SDAs also have MIS line items for contrac-
tors to indicate competency achievement. These lines read something like "attained PIC-
recognized youth employment competencies."

A locality can really find out how well its programs are working by breaking out the
competency areas offered into as many combinations as possible, and then checking
congruency relationships between client characteristics, activities/services participated
in, competencies achieved, and post program labor market status attained. Whether or
not cause and effect relationships can be determined solely from this type of breakout,
strong modal inferences will in fact appear. A program will still be able to learn a lot
about itself. Include contractors as a variable in determining these correlations, and
there is an information base upon which to begin to make some fairly sound decisions
about particular operators. Display 38 presents a competencies attainment checklist form
from the City of Los Angeles. This form breaks the competency areas out into their
seven possible configurations. Resultant data on individuals would have to be added up in
order to commence any serious programmatic impact study. (See Display 38.)

Determination of effect is facilitated from another angle when the MIS form directly
reports the role competencies did or did not play in obtaining post program labor market
status. The forms from the States of Louisiana (Display 39), Maine (Display 40), and
Missouri (Display 41) show the achievement of competencies and some other/no other type

of result, or the non-achievement of competencies and some other/no other type of
outcome. Some extremely valuable, practical, and applicable data can be gotten from
such reporting forms. (See Displays 39, 40, and 41.)

An excellent youth employment competencies MIS form comes from the State of
Mississippi (Display 42). This reporting document not only breaks out competency
attainment into the seven possible categories, but it also enables the relationship between
such learning and the full range of post program labor market outcomes to be determined.
This information is both invaluable and highly pragmatic. (See Display 42.)

Recording and reporting separately and together can provide essential ingredients for
the promulgation and expansion of sufficiently developed youth employment competency
systems. Enhanced efficiency and effectiveness will result. Programs will be better run.
Participants will be better served. Labor markets will have much better prepared
entrants.



Display 38.

COMPETENCIFS ATTAINMENT CHECKLIST FOR4

TO BE COMPLETED BY PROGRAM STAFF

FOR OFFICE USE ONLY

Date*

Agency /Program:

INSTRUCTIONS: For the progran participant listed below, please check those
competencies attained by the participant and the level at which they were
attained, in the accanpanying chart. Be sure to provide the name and Social
Security Number of the program participant. If the participant did not
attain any competencies, please check this box El

Name of Program Participant:
Last First Middle

Social Security NUMber of Pragran Participant

Level of Competency Attainment

CCMPETEICIES AaTAINED BASIC INTERMEDIATE ADVANCED

1. Pre-employment/Work Maturity (ONLY)

2. Basic Education (ONLY)

3. Job-Specific Skills (ONLY)

4. Pre-enploymalt/Work Maturity and Basic
Education (BOTH)

5. Pre-enployment/Work Maturity and Job-
Specific Skills (BOTH)

6. Basic Eddcation and Job Specific Skdlls
(BOTH)

7. Pre-employment/14=k Maturity, Basic
Educaticn, and Job-Specific (ALL)
Skills

The original of each Competencies Attainment Checklist Form should be forwarded
to:

Constance Burnett
Evaluation and Trainimg Institute
12431 Selshire Boulevard, Suite 304
Los Angeles, California 90025

If you have any questions concerning the Competencies Attainment Checklist
Form, please feel free to call Constance Burnett at 620-8521. Thank you
for your assistance.

164

177



Display 39.

I I

PRRAOGM
LOCATION CODE

Please Print All Entries-Circle Numbers Carefu ly

TERM1NATION/STATUS CHANCE j1.
OTHER

DATE OF TERMINATION/ 0 of werks
PartacIpairdITEM 8

PROGRAM OUTCOME (BELOW) r 1

STATUS

1

CHANGE

DaY IfE
1. name (Last. First. Middle) 2. A/C Telephone Number 3. Social SecurIty NumLer

4. Mame of Nearest Relative or Friend 5. Relationship 6. A/C Telephone Number

. Address of Relative or Friend (Humber, Street, City, State, Zip Code)

. ProgramOutcome (Circle Only One)

A - Ertered Unsubsidized Employment C - Other Termination

01 Entered Part-Time Employment 09 Other (Specify)
02 Entered Registered Apprenticeship
03 Entered Armed Forces D - Status Change

MNFP

04 Entered Other Full-Time Employment
10 Transfer Within Title

11 - Youth Employability Enhancements MOMOM
WCATICIP om

05 Entered Non-Title II Training
06 Returned to Full-Time School

I 1 1 1 1 1 1 1 1 El 1 1 1

_s.,m_at. 1._.(wIsji. ,.., I

07 14-15 Year Old Completed Program .--amw_i
i i 1 il I iObjective

s.. 21. Un I Ma- lu laa, I
1

08 Completed Major Level of Education
(Elementary, H.S.,.Post H.S.) II Holding Begins

12 Holding Ends
13 Data Item Change

. Youth Employment Competencies (Recognized by PIC) Specify:
1 Attained (Both) Employment Competencies and 8-A or II
2 Attained Employment Competencies Only

10. Welfare Status

1 Off Welfare
2 On Welfare

11. Hourly Wage At Eligibility Determination At Termination Difference

1 With Pre-Program Hourly Wage $ $ $

Without Pre-Program Hourly Wage $..L

12. 13. Hours Per Week lf
Employed at Termination

14. Training Related
1 Yes
2 N

.

15. Employer's Dame, Address, Telephone Plumber 16. S.1.C. Code
-

17. Occupation D.O.T.

Code
Title

18. Supervisor's Name 19. 20.

bill
0[ 1

(Interviewer's Signature) (Date Signed)
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MAINE DEPT. OF L ABOR
TRAINING RESOURCE CENTER, INC.

DATE FORM COMPLETED

PARTICIPANT

LAST NAME

Title Project

Placement Counselor

Termination Code

Date Terminated

Display 40.

JTPA TERMINATION FORM

RECORD NUMBER

FIRST NAME

Last Activity

ITT1

MO. DAY YEAR

Site

INITIAL

1 1 1 1 1

Social Security Nurnbor

SHADED AREAS MUST BE COMPLETED IF INDIVIDUAL IS EMPLOYED, RETURNED TO SCHOOL, OR TRANSFERRED TO ANOTHER TIXE

U.I. at Termination 0 yes 0 no

A01
A02
A03
A04

002
003
004
006
COG
CO7
COO
COO
C10

TERMINATION CODES

Registered Apprenticeship
Armed Forces
Self.Empioyed
FuRiPart-time Unsubeldired Em

Incarcerated
Hospitalized
Pregnancy
Poor Health
Family Care Required
Transportation Problems
Moved Dorn Arse
Death
Returned to Welfare

Competency
Certification

Weekly Amount

1. ri N/A

Certificate

2. yes

3. no

C11 Refused to Continue
C12 Poor Attendance
C13 Document Faleificatirm
Cle Dangerous Behavior
015 Could Not Help
015 Other Non-Positive Termination
C17 Administrative Separation
016 Cannot Locate
Clg Exceeded Program Duration
020 Exceeded Maximum Wage or Allowance Limits
021 Found ineligible After Enrollment
022 Proiect or Program Terminated
001 Entered Other JTPA Program
002 End of Co-Enrollment
003 Completed EDP
004 Title Transfer
005 Competency Certificate

JTPA 300 (Rev. 7/84) WHITE COPY INTAKE CENTER / YELLOW COPY CASELOAD FILE
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Missouri D. E. S. JTPA AUTOMATED 42-600
mANAGEMENT INFORMATION SY5TEM

Display 41 ,
7-1-84

PREPARATION OF FORMS
FORM-MODES-JTPA-3, TERMINATION DATA/FOLLOW-UP

42-600

FACSIMILE OF FORM K., ePA-3-RI, TERMINATION DATA FOLLOW-UP.

610011114TTA41111

Lehi Speuray Nue Om Knelled

Dey Yr,

TERMINATION DATAIFOLLOW.UP
Office 10
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9. Monitoring _Auld Capacity Building

A. Monitoring There are two other "features" of a sufficiently developed you,

employment competency system which, while not requirements, can still make a fW
program good, and a good program even better monitoring and capacity building.

Monitoring involves conducting interval progress checking on a periodic basis (a) to
provide feedback to staff, project op stors, site personnel, and participants on the
advancement of young people, and (b) to aid programs in effecting tighter management
and improved operations. Data on approachss used by SDAs to institute youth employ-
ment competencies can be an important factor in enhancing program planning, implemen-
tation, and administration. Preventive maintenance, whenever possible, is the desirable
course.

In order for an SDA to take credit for positive terminations due to the attainment of
outh em lo ment com etencies,there must be a sufficiently develo ed s stem function-

in in the localit . This s stem should be workin in accordance with local substantive
intent and state Drocedural guidelines.

State staff reviewing SDAs, and SDA staff checking contractors, will utilize monitoring
instruments to obtain a general profile of local competency-based strategies in use. They
will also use monitoring instruments to formulate a specific rating of adherence to the
related requirements of a sufficiently developed youth employment competency system.
Monitoring staff will study performance along intermittent points in time to determine
statistical success, and to see that a:k iaments are functioning well (e.g., assessment/
evaluation facilities are adequate, copies of EDPs are going to appropriate parties,
curriculum abstracts are complete and accurate, and records are properly documented).

Using question and answer, product review, and observation techniques, monitors should
talk to participants, staff, instructors, and site personnel, peruse files, watch activities,
and examine output first-hand to see if young people can actually "do interviews, show up
on time, compute, and type." They should rate content, process, structure, and sequence
encompassed by the youth employment competencies system. It is good practice to
conduct a separate check for every competency area in use. Frequency of desk, phone,
mail, and onsite monitoring is certainly a matter for state and local discretion, but
conducting a competencies review every other quarter does not appear excessive.
Covering at least a five percent sample by file check or in person of all youth during
a review seems appropriate, with fairly even distribution by service deliverers and
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program operators. In any case, large and small SDAs would need to deal with their own
circumstances to get statistically i-Vid sample sizes.

The collection of information and analysis of data through monitoring will show
compliance or non-compliance with systemic requisites. Monitoring is most pragmatic
and effective when done through human interaction. When done in this fashion, it
provides a more solid foundation for making the right recommendations. For example,
different forms of corrective action are warranted where non-compliance is due to non-
feasance, misfeasance, or malfeasance, and people make such decisions better than
calculators do. Program revisions may be necessary tc remedy negative correlations
between the attainment of competencies and the acquisition of desired post program labor
market outcomes. Even programs that obtain fiscal rewards for good performance count
on the monitoring process to help increase the fruits of their toil.

Monitoring programs parallels the procedures used to review educational institutions for
purposes of accreditation. The concept of checking a program's functions in order to
improve practice and product crosses disciplines. Fostering professional standards
requires systematic reviews, as well as checks on consistency and technical accuracy.

Figure 20 provides a quick way to scan the planned learning output in a program versus
the actual, by competency area by quarter. (See Figure 20.)

Display 43 presents an extremely comprehensive youth employment competencies instru-
ment prepared for the State of California by Brandeis University in ?csociation with the
National Alliance of Business. It could be adapted for use by an SDP, )7'.1.1 some minor

yet carefully made modifications. This approach takes a compei to,* at
competency-based programs. A somewhat less extensive exampl.-J fay the Contra
Costa County (California) SDA is contained in the appendix for thi5 chopter. (See Display
43.)
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Figure 20.

"Performance Bv The Numbers"

Competency
Area

First Quarter Second Quarter 'Third Quarter Fourth Quarter

Number of
Youth

Enrolled

Number
Attaining

Competencies

Number of
Youth

Enrolled

Number
Attaining

Competencies

Number of
Youth

Enrolled

Number
Attaining

Competencies

Number of
Youth

Enrolled

Number
Atta ning

Competencies

Plan Actual Plan Actual Plan Actual Plan Actual Plan Actual Plan Actual Plan Actual Plan Actual

Pre-Employment/
Work Maturity

Basic
Education

Job Specific
Skills

Totals

* Percentages

t Plan 1

li Actual i

* Any percentage below 80(%) should receive immediate attention!!!
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Display 43.

STATE OF CALIFORNIA

JTPO

YOUTH EMPLOYMENT COMPETENCIES MONITORING INSTRUMENT

PILOT

PY 85-86

0 Center for Human Resources, Brandeis University, 1985
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I. Purpose

The State of California Directive, 85-2, issued April 10,
1985, establishes policy and procedures for the development,
documentation, and reporting of employment competencies as a
performance standard for youth Under JTPA. The Directive was
issued in order "to insure that those terminations reported as
"attained employment competencies", reflect a reliable and valid
indication of the SDA's effectiveness in preparing youth for
employment."

The State Job Training Partnership Office will utilize
Information gathered through this monitoring instrument to
determine SDA adherence to the requirements of a sufficiently
developed youth employment competencies system as defined in JTPA
Directive 85-2.

II. SDA Reviewed:

a. SDA

b. Address

c. Phone

d. Contact Person

e. Title

f. State JTPO Liaison Conducting Review

g. Date(s) of Review

/II. Profile of Youth Emakusent_Comettncy_Ingl_§ystem Under Review

Thi Stzta JTPO requires base line information on each YEC
system for tile purposes of monitoring and to help facilitate
information sharing among service delivery areas.

A. Written Description

Using desk monitoring and on-site contact (the frequency of
site visits and telephone/mail contact is covered elsewhere),
prepare, obtain, or modify an existing description of the outh
Employment Competency System. The profile should be no more than
three single spaced pages and can be as short as one page.
Attach the profile to this instrument.
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B. Monitoring Profile

In addition to the above, please answer the following
questions in a few sentences. Since some of the items may not be
applicable, uoe "N/A" in the right margin as appropriate. Use
"OK" if you don't know an answer. Use attachments if more space
is needed.

1) Whut stage is the YEC in? Check one

DIsign stage

2ilot/modification stage

Full implementation stage

2) What is the training curriculum?

Pre-employment

and/or work saturity

gamic education

Job specific skills

Name of
Curriculum
Materiel Description

Allm.SINTIMM/CIIIMMIPIMMASI I
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3) Is the curriculum delivered on a individualized basis or in
traditional group/class formats?

Pre-employment/work maturity

Basic education

Job Specific Skills



4) Briefly describe the assessment or evaluation tools in use. Are
they normed? Standardized? Pencil/paper? Oral quesioning?
Work samples? Behavioral observation? Home grown? Commercial
materials?

Pra-eisployasnt/eork maturity

Basic Education

Job Epee SfIc

Instrument
Naas

Characterization/
Comsat.

molowrolimm

sr.
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5 Are the youth employment competencies addressed by the
program(s) recognized by the PIC?

Yes E]

No 0
If yes, when did the PIC approval take place? What evidence is on
file to document "P/C recognition"/approval took place?

If no, when will the approval process take place and note
other relevant information related to PIC Involvement:

6) Do your interviews and observations reveal whether the
employment competencies addressed by the program(s) are
measurable by the program(s)?

Yes0
No 0

7) Are the employment competencies written and clearly defined by
descriptions of the skills taught, the level of proficiency
which must be achieved and the methodolocv which will be used
to verify competency achieved?

Yes0
No 0

My observations ana interviews indicate that the YEC system
has:
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Clearly defined descriptions of skills taught:

Yes 0 No0
Proficiency levels which must be achieved

Yes 0 No0
Methodologies to verify achievement

Yes EI No0
Describe any negative answers below:

8) Monitoring reveals that there is documenation to show that
there are procedures to insure that the evaluation and/or
assessment system (pre-tests/post-tests) is administered
fairly and objectively.

Yes E] No0
9) Is there a credential of some sort for clients completing

services in the YEC?

Yes0 No 0

Describe:

111.
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10 Who is served by the YEC? Does there appear to be any special
target group for YEC training, i.e., in-school/out-of-school
youth, males/females, racial/ethnic groups, etc.?

Describe:

In your opinion, dues the YEC have the potential to serve as
the foundation for a coordinated and rational service delivery
system in the local area?

Yes
r-

N°

'Describe

=1.7.111000

11 Has the local service areu's MIS kept pace with the YEC system?
Is there coordination?

Yes 0
Describe

N° Don't KnowE]

111IMMINIlt
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13) Use this space to elaborate on any possible problems or to
further describe the YEC:

181

196



/V. File Search

Conduct a flle search on 5 to 10 percent (random) participant
files in at least one program in the YEC system under review. On
subsequent monitoring visits, .-uate the file search to other programs
in the YEC.

Name of Program in File SearcL

Date

a) .The documentation to substantiate that individuals did not
have employment competencies, recognized by the PIC, prior
to JTPA participation, is:

Adequate 0 Inadequate:I Not Available 0

b) The documentation to substantiate that individuals were
enrolled in program services that sought to deVelop the
deficient competencies is:

Adequate0 Inadequate:I Nat Available 0
c) There is post-test documentation to substantiate the

attainment of PIC recognized competencies

Yes0 No El

The post-test docuuentation is:

Adequ:Ate Inadequate 0
d) Participants must be 14-21 at the time of enrollment. The file

scoarch did not find instances of people over or under age at time
of JTPA enrollment.

Describe

Age limits were followed

Minor/random exceptions

Problem in following age limits Ej

1,.

MSC
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The file search reveals only one "attained" youdi employment
competency termination per client

Yes 0
No/but minor/random eoAcpptions

Problem following state directive El

Describe

MIMMY

f) Pile seer=h reveals only one termination reavon per client

Yee

NO, but random/minor exceptions

Problem following state directive 0

Describe
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V. Rating on elements of a sufficiently developed YEC system

Using the profiles, file search, and general monitoring,
(including interviews, product reviews, and observations) rate
each aspect of a YEC sygotem using the following scale. Some of the
following items relate directly to compliance with State Directives
while others relate to the components of a comprehensive and "sound"
system.

5 0 Excellent

4 Good

3 = Acceptable

2 Below Average

1 = Poor

0 0 Nat in place

Totnl the findings in.each vertical column. For r 'ocality
to be considered In general compliance and In "substant11.0
workIng order", a total of 30 stiould be obtained for each
competency area in which positive terminations aro being claimed.
Highlight any score of less than 30 by circling it in red.
Ixplain a rating of "2" or less for any element in the
"comments section".

flamenco of a
Sufficiently

COMMIS= MMUS

Developed Youth
imploymest
Domperenc/oe
!Teter.,1 Pre-Smployment/

Mork Maturity
basis
Monti=

Job
Specific
Skills

a. Caupetency
Staements (tkat
are employmeat
related. objective.
quaatitiakle. amd
verifiable. with
cleawly defamed
'Willa. lowei. of
ashievemeat. mid
seems of
seesereeent)

h. P2C Recegaltion
(that the
competemelao are
relevant to the
SM. vitb
substantiation of
this approval
available)

........

,

.

a. Assoessant
(that providers
a baseline of
participate seeds
at the Guist of
tbe program .
with methods that
ara valid. reltablik

Mai red
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d. taplevabillti
Development/
IndIvidual Education
Planning (that uses
assessaent results
in assigning
enrollees to the
right learning
activities at the
appropriate sits.)

1....

0,J-

e. Curricula
Training Modules
and Related Services
(that teach the
employment
competencies in
which youth are
found to be
deficient)

f. !valuation
(that ascertains
participant growth
and achievement at
the end of the
progruc. with
method. that are
valid. reliable.
and unimpaired by
bias)

VI
g. Certification
(that youth
employment competelcies
have been attained,
using certificates
to clients and/or
°notarised°
records of
accomplishment
submitted to the
state)

h. Documentation
(that entails
maLotaining records
in files yetis* cover
lements stiocified
by state directives,Rati
adal...:msr.m...roggivlaami)

1. Nomitoring(1h4P
progress checking on

a periodic basis to
provide feedback to
staff. project operatome
site perms:awl and
clients es the latter.'
advenooment end to Aid
programs Ln effecting
tighter mansgement)

J. Conristency (that
reflects the overall
capacity of the system
to furnish internally
useful amd entseaally
aaseptable proof that
galas occarred as
result of procrem
participatios)
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k. Comments

VI. Technical Aselstance Needed/Corrective Action Reauired: Based
on results reported in this monitoring guide, briefly summarize
the major results aad list the type(s) and format(s) of
technical assistance or corrective intervention warranted, if any,
in the space below, including timelines and critical periods.
Attach copies of supporting documents as necessary. Use extra
pages if appropriate. Then elan, date, and submit ths
IMILTEMSA.

a. Intervention Summary Recommended:

==
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Signature

Date



B. Capacity Building Capacity building is generally believed to be crucial to the
success of youth employment competency programs. RougMy one-third of all service
delivery areas have not yet established competency systems. Many of the others lack the
sophisticated in-house expertise to refine their programs beyond the ground level.
Improving capabilities to design, operate, and manage competency-based projects
increases staff ownership In the venture, and enhances participant prospects.

Capacity building is for planners and administrators, as well as for venders who implement
and run the various activities, services, and courses. Competency outcomes can be used
as tools of accountability for all of these individuals. For example, if participants in one
instructor's component or training module continually cannot achieve competencies,
notice is taken. Either the class is revised or thc instructor replaced, or both. If four out
of twenty enrollees have trouble, then the problem is with the young people. If sixteen
out of twenty have trouble, that is taken as an indication that something is missing
between the instructor and the participants. The instructor then has the problem, and is
held accountable for solving it. The better the capacity of the staff, the better the
teachir g/learning process should be for the youth. Building capabilities of worksite
supervthors and other involved persons from the community makes them more equipped to
evaluate enrollee performance and to review a curriculum to make sure it meets employer
expectations and reflects local labor market needs. All of this accrues to the
enhancement of participants' employability development.

The need for capacity building presently seems to encompass the following topics:

o learning theory and methods of behavior modification as applied to "disadvan-
taged" young people

o organization of general courses of study, task analysis, sequencing from the
simple to the complex

o methods of integrating occupational skills training, basic education, and work
readiness preparation

o identification, location, access, and use of available resources community,
commercial, public domain

o techniques for testing and tracking participant progress

o division of labor who provides what function for whom? how? why? when?
where? (by client group, component/module, agency with all of the parts
efficiently linked together).
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erie-People are taughtabout competencies most effectively through a four- hase ex n

tiab hands-on learning approach encompassing general orientation, specific training, on-
site technical assistance, and follow-up problem solving/trouble shooting to remove the
bugs once a system has been in place locally for some time. Helpful vehicles include
information exchange, document dissemination, colloquia, and brokering of expertise.

The ingredients that actualize the tenets and principles of capacity building are practice
and application on the home front where primary job duties are carried out. The best way
state and local staff can learn and "own" what others teach is to utilize it, with a "twist"
of personal adaptation to make it fit and feel right. Competency-based programming is
not time-based, but performance-based. However, for staff development and vendor
preparation purposes, time is a factor. Establishing a youth employment competency
system on a sufficiently developed basis often takes well over a year, just for the first
cut. It takes tha long and more to internalize the process.

A disservice is done all around if anybody expects a two-day workshop on competencies to
turn out "instant experts." A roughly equivalent analogy would have "typical" students
being expected to learn Algebra I or Geometry in a week. It usually doesn't happen.

Capacity building has a proven track record It works at the national, state, and local
levels. It requires the commitment of self, effort, time, money and a willingness to be
part of progressive evolution and positive change in the way young people develop, learn,
and grow.
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10. Accountability Points, and Living with the Variations
A. Accountability Points - Having the elements of a sufficiently developed system in
place leads to "accountability," where further decision points must be addressed.
Localities must determine what constitutes a positive termination for the attainment of
PIC-recognized youth employment competencies. Many programs have not yet decided
this issue.

Setting standards is tough. Actually specifying the numerical performance levels
programs and young people are expected to achieve is not easy because there is not a lot
of history or precedent concerning youth competencies. Attainment of employment
competencies is closely linked to matching participants with components that can
successfully help them learn. There must be measurement devices that provide sound
findings and acceptable means of substantiating accomplishment.

The first year of a competency-based program usually constitutes a trial run to see
whether definitions are too broad and whether levels of achievement are too optimistic.
Teaching techniques may not fit and testing methods may not be suitable.

The second year of a program should encompass adjustments necessary to remedy
shortcomings of the initial effort. Accompanying such modifications should be clear
delineations of expected youth employment competencies outcomes for projects and
participants, with written criteria which describe successful performance.

Decisions must be made on the level of achievement necessary to satisfy competency
criteria, such as 9 out of 10, X %, average quality/quantity of output, or test score cut-
off point. Accountability is best expressed numerically, although in some basic education
competencies programs, expression of achievement is done through letter designation.
Approaches that are founded on "the satisfaction of the instructor" give the appearance of
being too soft, if a rating such as this is not translated into a quantifiable score.
Appearing "warm and fuzzy" does little to enhance the legitimacy and credibility of the
youth employment competencies concept.

Determining proficiency levels should be done from a perspective of mastery learning
rather than minimum competency testing. Mastery learning is really a style of
programming that encourages youth to achieve the maximum they can within existing
circumstances. The minimum competency testing approach focuses on getting youth to do
only what they have to do in order to get by. For example, in office education most
instructors recognize that being able to type 35 words per minute without error is not fast
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enough in the business world. To expect each student to be able to type 100 words per
minute without error is beyond practical expectations in all but very specialized
situations. Therefore, 65 words per minute without error has generally been established
as the performance point required to demonstrate entry level proficiency. Mastery

learning settings would encourage youth to go as far beyond 65 words per minute as
possible. Minimum competency testing settings would concentrate on having all enrollees
reach entry level, and would give little, if any, emphasis to progress beyond that
threshold. In minimum competency testing, the 65 words per minute baseline becomes the
ceiling. The minimum becomes the maximum, with few young people encouraged to reach

their full potential.

States define what an attained youth employment competencies positive termination is
for reporting purposes. Forty-five of the 48 states which have set such a policy have said
that a locality may take a positive termination for competency acquisition if a participant
accomplishes locally set standards in any one of the three competency areas. PICs

establish scores, percentages, or neeessary ratings for indicators, competencies, and the
attainment of a youth employment competency area, thereby signifying the capacity to
take positive terminations. For competencies and indicators, local jurisdictions have
established numerical standards such as: young people will demonstrate proficiency in
applications by attaining a score of 95% on two out of three episodes of the ABC Sample
Application Exercise, with no indicator (e.g., neatness, legibility, completeness) rated at
less than a three on a one to five scale.

PICs could use one or a combination of the following options in designating what a
positive termination is (the numbers presented are examples):

o an attained youth employment competencies positive termination may be taken
when a young person achieves 80% of the competencies taught (16 out of 20) in
one area, i.e., the participant accomplishes the benchmark in each of sixteen
competencies;

o an attained youth employment competencies positive termination may be taken
when a young person achieves a cumulative average score of 80% across all of
the competencies taught in one competency area, i.e., the enrollee obtains a
mean of 80 over all 20 competencies;

o an attained youth employment competencies positive termination may be taken
when a young person meets the requisites of either or both of the first two
alternatives, and scores no less than 60 on any of the 20 competencies taught;
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o an attained youth employment competencies positive termination may be taken
when a young person meets the requirements of one, some, or all of the
aforementioned options, and accomplishes the benchmarks in certain core
competencies, i.e., a client can only be determined proficient in pre-employ-
ment/work maturity if he/she achieves the resume, application, interview,
punctuality, attendance, and task completion competencies. An enrollee may
miss some of the competencies in this area, but accomplishing the benchmarks in
these six is essential to gaining a positive termination.

The same general principles apply to benchmarks and indicators. One competency scored
on a checklist could have a benchmark of 80% needed to demonstrate proficiency (eight
out of ten items must be checked as "yes," with six core items required to be attained).
Another competency scored on a rating scale could also have a benchmark of 80% needed
to demonstrate proficiency (raw total of 40 points must be obtained on 10 items rated on
a scale of 1-5, i.e., average 4, with no item rated at less than a 3). Certain
items/indicators on either the checklist or rating scale could be raised in importance by
weighting, i.e., instead of having ten items on a checklist each worth one point, there
could be eight items, with one worth three points and the other seven worth one each. On
a rating scale of eight items instead of ten, two items could be worth ten points each and
six could be worth five points each, for a total item point value of fifty.

A number of references have been made in this document to "averaging four out of five on
ten indicators, with no indicator, scored at less than a 3." This "rider" is the most basic of
accountability points. For example, there are ten indicators on a resume exercise rating
scale, with each being worth a maximum of five points. A benchmark of 80% without a
"rider" could allow a young person to get eight "5's" and two "O's" and still achieve
proficiency. The resume could be complete but not neat, or accurate but not legible. By
requiring that each of the ten items be scored at a "3" or higher, and that there be an
average rating of four out of five on the ten items to get 80%, there is some assurance of
capability in all of the subparts as well as proficiency of the whole.

It is important to remember that the 80% requirement and the rider go together. Not
infrequently a system requires participants to "get at least a three on every indicator,"
with no mention of a benchmark for the competency. Following this to the logical
conclusion, the benchmark becomes 60% (at least a three out of five on every item). Not
too many programs seem to want to flaunt such low performance levels. In such
instances, attention to detail becomes important.
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Scores may vary in meaning from one place to another, as will the quality of instruction
and the accuracy of findings. A "B-" in junior English composition at Walt Whitman High
School may not mean the same thing as a "B-" in junior English composition at Barrington
Eddington Toff High School in the same city. An "80%" may not represent the same
output everywhere in the employment and training system either. However, this score
does seem to be the generally regarded baseline of proficiency across SDAs. The Winne-
Fond, Lake (Wisconsin) PIC believes that an "80% competency level reflects a grade of
'V." Folks are slowly moving toward quality control. That is why these various
accountability points are so important. They help move the system closer to overall
consistency and comparability.

Some localities have gone beyond taking positive terminations for achievement of
competencies in a single area. A number of PICs have established criteria under which
positive terminations for the attainment of employment competencies can only be taken
for young people who have mastered pre-employment/work maturity, basic education, and
job specific skills. Other local jurisdictions have decided that participants must achieve
the numerically founded level of performance required in one particular area usually

pre-employment/work maturity and achieve competencies in one other area before the
youth are considered sufficiently prepared for labor market entry.

An alternative to the numerically founded approach is the employability development plan
managed wpm. Under this methodology, young people are required to attain all
competencies in which they demonstrate deficiency at program entry regardless of the

number of competency areas encompassed in order for the program to report positive
terminations for the attainment of youth employment competencies. This approach is
being adopted by an increasing number of PICs. The Spokane City-County Employment
and Training Consortium has decided that "an 'Attained Youth Competency' would be
awarded when each competency identified in an individual's training plan is met within the

time of the JTPA experience." (p. 5)

More and more localities are requiring that young people have a minimum level of need at
the time of admission to the program before they can become "potential" positive
terminations for the attainment of youth employment competencies. For example, if the
program teaches twenty pre-employment/work maturity competencies, a participant must
have a learning deficit in at least 55% of them (11 out of 20) to be tracked as a potential
competency-based positive termination. Enrollees not having this level of need would still
be taught competencies, but would not be able to be positively terminated for attaining
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them. The minimum level of need L3 an excellent way to tighten a local youth
employment system and achieve programmatic integrity and credibility.

Programs should build upon the strengths of young people, who ought to be "ereditld" with
what they know. The question is, "How much credit?" Consideration mipte be given to an
approach calling for a person to be deficient in at least 1/3 of the competencies in a
particular area. Learning would not be precluded for those who may only need five out of
twenty competencies, but one termination avenue would be closed to the program for
these particular youth. If the competency area standard in this example is 80%, such
participants are starting at 75%, and only need to get one competency before the program
could take positive terminations prior to the institution of the minimum level of need.
That would have been too much for not enough. The rationale for the minimum level of
need concept is to combat creaming, promote program integrity, and discourage
questionable outcomes.

There are several other strategies for defining an attained youth employment con ,eten-
cies positive termination. PICs can accept a training institution's grading mechanism as
the criteria for determining participant level of achievement in a prc-qram. In such a
mode, designation of a summative proficiency might also represent attainment of
competencies in a whole area. For example, achieving a 10th grade reading level on the
QSPC Mid-Teens Reading Test could be used to indicate, labor market entry readiness in
basic education skills for Red Smith. Performance on a six hour, two part (paper/pencil
and hands-on) occupational skills test could be used to show that Pippy Pennell is at Level
III "capable of functioning at entry level in drafting." Examination results and course
grades (expressed either by letter, a "B+" in remedial math, or by number, an "87"
proficiency rating as a backhoe operator) are being accepted as meeting the requirements
for demonstration of competencies acquisition.

PICs are also using the concept of gains in incremental amounts to signify the attainment
of youth employment competencies. This approach functions as follows: The PIC decides
what level of increase in proficiencies is appropriate. This margin of progress is then
instituted across the board as the yardstick increment. For example, in order to
demonstrate proficiency in language arts, each participant must improve two grade levels
from where he/she started. Joe 0. comes in at grade five and has to achieve grade seven;
Steve S. enters the progam functioning at grade seven and must get to grade nine
proficiency in language arts. Warren D. starts at grade nine and needs to reach grade
eleven. Bob D. commences the program with grade eleven capability in language arts.
What then? Most programs don't deal with grade levels above 12. If the minimum level of
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need concept is practiced, Bob D. would still be helped to attain grade 12 proficiency in
lang ,age arts, but the program would not claim a posiUve termination for it.

The danyer in this approach is often the ',lief< of any foundation or rationale for the gain

increment. If not tied to general or specific occupational requirements, entrance
qualifications, or labor market functions, there appear to be poor prospects for verifia-
bility. It is noble to talze a youth from a "0" grade level of computation to a grade 2 level.
But, does that enrollee WA,/ possess marketable basic education competencies? Probably
not. In pre-employment/work maturity, for example, attaining proficiency could possibly
entail "increasing two levels ill eight out of ten competencies." The criteria for attaining
this hypothetinal overall competency area is achieving benchmarks in. 80% of the
competencies. Each of the ten competencies is based on a 100 point raw score. A "level"
or incrernsnt conititutes ten points. If a participant is in real need, he/she might be
assessed at roughly a 35 point capacity per competency at program entry. (The starting
points, and thus the benchmarks, may vary, but that could get overly complex in this
example.) By the gain yardstick of two increments (20 points), a young person could be
found during evaluation to possess youth employment competencies in this area with
eight out of ten competencies being scored at 55 points out of a possible 100. This is a

55% proficiency in interviewing, applications, labor market awareness, attendance,
appearance, attitudes, etc!

In such instances, what will happen to young people when they are released into the real
world believiug in their capabilities? How long will the program last? Non-survival is

part of the answer to both rhetorical inquiries. It is imperative for those planning to use
increments as measures of gain to be sure that there is some relationship to operative
performance criteria outside the program. Setting young people up for failure by building
unfounded expectations of success is unconscionable, however pure the motives. Youth

have been passed on from year to year before. It doesn't need to happen again. A

negative termination for a program pales in comparison to the devastating feeling of
failure experienced by a young person trying for a job that he/she is totally unprepared
for, program assurances to the contrary notwithstanding.

SDAs in cooperation with states are progressively tightening the operation of youth
employment con_y_..L..__msterns. This self regulation limits "after the fact"/"back door"
youth employment competencies positive terminations by stating that young people must
be assessed by a certain point in the program so that appropriate activities and services
can be prescribed for and delivered to particular enrollees. Such efforts prohibit project
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operators from suddenly deciding near the end of a progrem that youth who would
otherwise be negative terminations qualify for competency-based ..:erminations, regardless
of whether or not these participtrats were ever in competency-howd components.
Ass%.sment of competency in the area of work maturity, however, may require flehible
application of this rule.

The best way to determine need in work maturity is to observe the performance of young
people as they participate in an activity, on site, e.g., for a period of three to five days.
Do they exhibit proper work habits, attitudes, and behavior patterns? Or, are they late?
Frequently absent? Improperly dressed? Unruly? Unconcerned with finishing tasks?
Fond of fighting? Actions on a real employer/program site will demonstrate participant
ore-program work maturity capabinties better than any other means of measurement. In
many cases, .attempts to diagnose work maturity capacities by other methods will prove
faulty. Enrollees assessed as having no deficiencies in work Maturity may suddenly prove
disruptive or unmanageable in bnsic education or occupational skills training. These
programs should have the flexibility to correct their error in selection of a treatment
mode and to reassess the young person based on conduct observed. As long as the young
person is handled in accordance with the requirements of a sufficiently developed system,
there is no danger of "after the fact"/"back door" violations occurring.

Localities around the country are addressing a number of other issues related to
accountability in youth employment competency systems. Local practitioners are trying
to avoid the stigma of "three hour bogus or quick-fix competency terminations." The
knee-jerk reaction is to attach blanket time requirements across the board. But timelines
don't lend themselves well to every competency area, and competency-based learning is

founded on performance, not simply the movement of the clock. Part of the answer is to
judiciously use the minimum level of nee0 concept, in concert with the development of
competency criteria that are so qualiL:ively rigorous that attainment will necessitate
intensive and thorough intervention. This combination should help minimize short shrift,
assembly-line competency production. However, once a participant successfully performs
a learning objective, he/she should be able to move on to the next in smooth sequence.

Length of participation requirements can be effective with work maturity. If an SDA
takes on longitudinal work maturity evaluation, it would seem somewhat suspect if the
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duration cf time over which youth must demonstrate mastery of positive work habits
attitudes, and behavior patterns was less than ten d_sys. Such a minimum time for
mastery approach has a counterpart the maximum time limit within which

competencies must be demonstrated. For example, "young people must be able to show
achievement of resume, application, and interviewing skills within 30 days of the last
lesson/class date."

PICs should consider those points in time at which measurement ought to occur. They
also need to determine how many times young people are allowed to be evaluated and re-
evaluated on a particular competency. A seemingly enlightened answer would say, "as
many times as necessary." This may be app., Dpriate, but after the fourth or fifth time
through the same measurement igocesa, F. participant coui:. find that the answers come by
rote. Rote is fine eor acquired knowledge, but falls far short in the realm of applied
knowledge. PICs must decide how long enrollees can go on repeating measurement
exercises if the competency is not attained, and at what cost.

Competencies may often be rnanifeAed in several forms. The two-out-of-three approach
is generally used to deal wIth tile differences. The following competency statement is an
example:

"Participant will demonstrate proficiency in applications by attaining a
score of 85% on two out of three episodes of the JWA Sample
Applieation.Episode, with no indicator scored at less than a '3,' and with
a different type of application form used large, medium, small
employers/professional, blue collar, manual labor jobs for each of the
three episode 3."

The two-out-of-three approach can be used to improve consistency and legitimacy of
findings even where no substantive differences in actions exist. Giving a young perron
two-out-of-three chances in the measurement of proficiency in telephone techniques
allows for that one time when nervousness may prevail. In the "Kansas Model," work
maturity competencies are reviewed at three separately scheduled points in the program,
with enrollees needing to demonstrate the appropriate proficiencies on two-out-of-three
of the scheduled reviews.
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All those taking part in assessment, interval progress cli eking, and evaluation must be
carefully oriented and trained in the purposes, procedures, and application of the
measurement approaches to be used. Employers and other people from the community
will still tend to looic at participants somewhat in terms of the requirements of their own

sites, regardless of the degree of training provided to them by the prog,con. It therefore
makes sense to build that factor into the measurement process, where it can be planned
for and controlled. Adding to a competency statement the phrase, "according to the
rules, requirements, and practices of the program site," and teaching raters and scorers
how to use it, gives them more ownership in the process, renders it more accountable, and
fosters practicality throughout the effort.

There is little evidence of many SDAs being inllined to take the easy way out and grasp
quick, low-yield, high-turnover positive terminations. An ever-increasing number of
localities are moving towards an intensive, high-yield, low-turnover service delivery
philosophy and are embracing related practices. Therefore, these various accountability
points require careful consideration and decision making on the part of PICs. There is
consistency in the state approach to allqwing these decisions to be made locally.

New Jersey PICs are using a variety of means to determine the net impact of youth
employment competencies acquisition. Through random sampling, surveys, and
interviewing, these localities are attempting to determine if learning gains help young
people obtain jobs satisfy school, military service, or training institution entrance
requirements, or qualify them for higher education. Eventually, youth employment
competency retention and labcx market utilization would make good post-program
measurement factors.
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B. Living with the Variations Service delivery areas vary in their purposes for develop-
'ing competency systems. In some localities, learning gains are the intended final
outcomes for certain groups of high-risk and in-school youth. !n other jurisdictbns,
attainment of competencies is designed to provide a stepping-stone for obtaining
unsubsidized employment or accessing another form of post-program labor market status
such as entering apprenticeship, enlisting in the armed forces, returning to school, joining
the Job Corps, or going on to college. There are those SDAs that use competencies as
means-to-ends, e.g., achieve competencies to get jobs, but by local policy will not take
credit under any circumstances for positive terminations founded on competency
attainment. Finally, achievement of employment competencies may be counted as a
fallback positive termination in SDAs where a bena fide attempt is made to get jobs for
all youth, and some of those attempts don't succeed. These young people, having attained
competencies, are better postured to enter the labor market than enrollees not equipped
with PIC-recognized, employment-related skills, knowledge, attitudes, and behavior.
Some localities give themselves a certain amount of time after the end of formal program
activities to help youth find jobs before reporting competency-based terminations.

In addition to standardized/individualized approaches, which have already be,in discussed,
one of the most difficult issues in competency-based programming is variation versus
uniformity. It is axiomatic that uniformity promotes congruency. It is also equally
evident that every rule has exceptions, and change is the one true constant. The balance
between "sameness" and variation is the idea of a sufficiently developed youth employ-
mant competency system. The structural and procedural safeguards offered by such a
system allow SDAs to respond to local circumstances with whatever substantive and
sequential variations are needed. The framework provides the flexibility to be responsive,
relevant, consistent, and credible.

Competency variations include splits, gradations, and differences caused by the configur-
ation of the service delivery system. These variations should only be used after approval
by the private industry council. They ought to be instituted solely in the interest of
enhanced assistance to program participants. These different operating modes can occur
separately, )1' in combination. Splits take place when capacities taught and/or ranges of
proficiency sought vary by:

o client characteristics
o modalities

o project operators
o result desired.
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Variations related to client charaCteristics include:
o one set of performance requirements for out-of-school youth and another for in-

sahool youth

o separate, age-specific competencies
o capacities based on learning needs and abilitites
o capabilities for special education youth.

The development of separate competency standards for special education participants
should be approached with care. If these young people will be trying for jobs in cottage
industries or sheltered workshops, then totally different performance criteria and
categories are probably in order. However, if those young people are to be "main-
streamed" placed in competition for labor market openings with "all youth" then the
competencies they seek to attain should be the same or similar in content and level of
achievement. The means of teaching could differ; the end result is what's important. For
example, a special education participant might _have to show the capacity to "come up
with" a completed ,pplication form having information related to him/her and meeting
the application benchmark requirements, without having to actually write it. He/she
would thus start off on a relatively equal footing. Many such means of compensation
exist, and should be used as appropriate, in consultation with special educators.

The most common type of client characteristic variation is age-specific competencies.
An example from the Job Opportunities in Nevada Program is shown in Display 44, which
begins on the next page.

Modality variations are typified as much by different expectations as anything else. For
example, the punctuality requirement for on-the-job training may have a 98% level of
achievement, while 85% "on time" performance is needed for work experience. OJT is
generally considered to be an activity further along the continuum toward employment
than work experience.

Project operators may vary by the types of equipment used, among other things. For
example, within a single SDA three separate contractors could be teaching clerical skills,
one using manual typewriters, another using automatic typewriters, and the third using
word processors. The differences in types of machines affect possible output levels, and
thus directly necessitate variations in performance benchmarks.
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Display 44.
NORTHERN NEVADA JOB TRAINING PROGRAM

PARTICIPANT MONTHLY EVALUATION REPORT

Pettletputta Nemo

Tr6ling Component

Employer

Cupontlacee N=no

decupetiOnsi Tido

Addrwis

Evaluation Date

DOT

Teisprane Number

JOB PERPORMANCE FACTORS

(3) (2) (1)

1
(0) 1

PUNCTUAUTY AND ATTENDANCE
* Participant's attendance record
* Arrives far work al designated time
* Notifies stwervisce in advance of absence/tardiness

COURTESY AND APPEARANCE
Works well with public
Works well with other employees

.

* Works well with supervuor
* Presents appropriate aPpearance Tot lcb

DEPENDABILITY
Follows directions properly .

* Holds distractions from duties to a minimum
Completes assignments/duties carrying out instructions
to correct* complete tasks assigned

KNOWLEDGE
Applies educational skills t3 the job
Makes proper arithmetic calculations
Reads and caM s out instructions
Writes reports using proper sentence structure, punctuation and spelling

ATTITUDE
* Attends to duties in absence of the Supervisce
* Demonstrates interest in work

Uses good judgment in performance of work
* Accepts constructive criticism

Solves problems that occur in the work place in a positive manner
* Demonstrates respect for equipment and property al the work place
* Demonstrates a desire to master the skill and education requirements of the job

TRAINING PROGRAM
List specific Willis u described on the
Work:rite Agreement or OJT contract

Learned
To be

Learned

/2
(I)
(3)

ti
2
(2)

t
2
En

(1)

1
6
2

(0)

Areas needing improvement:

Comments:

Supervisor's Signature Participant's Signelure Job Training Staffs Signature
P.4111136 (Ilor Otorturre was Como Ma MI SIONsr. Gray. rn-,44 000K GNOMON eameesni
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GENERAL INSTRUCTIONS

Please check the areas which best describe the participant's progress and enter appropri-
ate comments. This information will help the participant and the staff to work towards
the participant's goal of unsubsidized employment. A Job, Training staff member will
meet at least monthly with the participant to discuss progress and problems.

DIRECTIONS FOR RATING

The employer/supervisor should evaluate the trainee using the rating scales below. The
descriptions associated with each of the numbers focus on the level of the trainee's
performance for each job performance factor and job skill learned.

JOB PERFORMANCE FACTORS RATING SCALE
(3) Above Standard meets the job performance factor independently with no

supervision.
(2) Standard meets the job performance factor with limited supervision
(1) Unsatisfactory requires constant and close supervision in order to meet the

performance factor
(0) Not applicable the performance factor does not apply

JOB SKILLS RATING SCALE

(3) Skilled can work independently and produce the desired quality and quantity of
work with no supervision

(2) Moderately Skilled can perform job completely and accurately with limited
supervision

(1) Limited Skill requires instruction and close supervision
(0) No Exposure no experience or knowledge in this area

YOUTH ONLY

Achievement of PIC Competency

The trainee has achieved Tier II PIC competency when:
a. satisfactory or better performance has been obtained for all factors asterisked;

and

b. satisfactory or better performance has been achieved in the percent of all
categories corresponding to the person's age; and

c. a minimum of two evaluations have been given by the employer; and
d. the second evaluation meets a and b above, and is equal to or better than the one

prior.

Age Percent
18-21 90%
16-17 80%
14-15 70%

* * *
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Variations by result desired usually require more of a young person looking for a job than a
youth who will be remaining in school for another year.

In addition to these competency splits, there are also gradations Gradations occur when
competencies are taught by tiers, e.g., beginning, intermediate, and advanced, and may
entail multiple exit points for competency attainment. Models for participant targeting
can be designed which open employment and training programs to all levels of youth who
require assistance and meet legislative requirements for admission. Localities can
develop classification typologies which will enable them to enroll young people across a
whole spectrum of needs, including "high risk," and still meet progrimmatic positive
termination percentages and cost rates. West Virginia uses a three-level approach to
basic education competencies, with each tier having its own content, performance
requirements, entry and exit points. This was done to accommodate program participants
who "possess a wide range of academic skills." (p. 9)

Factors involved in splits and gradations are often operationally combined. Display 45,
from the Dayton/Montgomery County (Ohio) Boards of Educations' Taking Charge series,
demonstrates how client characteristics (in this case, age) and progressively sequenced
learning levels can form a congruent whole. Display 46 presents the three-t framework
emplAved by the Central Ohio Rural Consortium. Carefully delineated clic t,aracteris-
tics determine the learning tiers that young people occupy. Each of the tb - ovels has
its own set of competency-based outcomes that are graduated into increasing aegrees of
difficulty. (See Displays 45 and 46.)

The third major variation format along with splits and gradations is service delivery
system configuration. Differences have appeared where SDAs are operated on a
decentralized basis in which a number of contractors or service providers teach the same
competency area. In such circumstances, it is important to decide which elements of a
sufficiently developed youth employment competency system can or should vary across an
SDA. The type and extent of variation will, to a great extent, be determined by the size
of the SDA, the number of service providers, and the degree of decentralization.
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Display 45.

Introduction

The Taking Charge series is meant to serve as the basic educational tool for instructor
and student in working toward the eventual goal of successful transition from school to
work. As such, the curriculum takes a developmental approach, delineated over a four-
level design roughly equivalent to grades nine through twelve (or fourteen through
eighteen year olds):

LEVEL 1: Approaching the Labor Market: (14-15 year olds)
a ten-session personal development course examining values, goal-
setting, decision-making and lifestyle in relation to career planning and
job success; emphasis is on self-management with group interaction and
values clarification strategies as primary modes of instruction.

LEVEL 2: Exploring the Labor Market (15-16 year olds)
a ten-session survey course of job/career opportunities and trends in the
1980's and beyond with emphasis on career clusters prominent in the
local economy of Dayton and Montgomery County; extensive use of the
Directory of Occupational Titles in researching and comparing individual
job function codes and other job variables; additional emphasis on small
business and entrepreneurial concepts.

LEVEL 3: Entering the Labor Market (16-17 year olds)
a ten-session skills development course focusing on personal career
planning, letter of application and resume preparation, job application
forms and interview techniques as pre-requisites to actual placement in
private and public sector work training experience; course also empha-
sizes values clarification and decision-making relevant to entering the
labor market.

LEVEL 4: Succeeding in the Labor Market (17-18 year olds)
an eleven-session "finishing" course providing final review of all concepts
and skills introduced previously; additional emphasis is on understanding
employer expectations, interpersonal relationships and self-esteem as
experienced first-hand on the job as the result of simultaneous work
experience in a private sector job. (SEEK-Plus In-school)

Each level is outlined in a separate Instructor Manual and Participant Manual. Each level
also includes recommended audio-visual media for use with activities. In most instances,
those media are available through existing resource centers within the Dayton and
Montgomery County school systems. Additional listings of community resources, particu-
larly guest speakers and businesses that can accommodate field trips, are also included in
each level as are testing and other evaluative instruments. Refer to each level for
further discussion and clarification.
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Display 46.

Characteristics of Youth to be Served in Title II-A Programs

LEVEL I

A Level I youth must exhibit one or more of the following characteristics:
Classified as developmentally disabled by an educational system;
Classified as EMR by an educational system;
Identified as having a learning disability by an educational system;
Demonstrates a personality disorder;
Non-reader or reading below fifth grade level;
Alcohol or drug dependency;
Responsible for care of siblings due to parents unwillingness or inability to care
for family;
History of public assistance dependency in family (i.e., multiple generation
welfare recipients);
Unstable home situation; lives with more than one parent, parents not present
in home on a regular basis, etc.;
Chronic absenteeism from school;
Frequently in trouble with the law;
Has no hobbies or interests.

LEVEL

A Level II youth must exhibit one or more of the following characteristics;
Displays lack of self-confidence and/or self-esteem;
Functioning at or below grade level in school;
Undecided about immediate future goals;
Limited outside interests;
Minor barriers to employment (can overcome with minimal assistance).

LEVEL LEI

A Level III youth must exhibit one or more of the following characteristics:
Functions well in school or social environment;
Demonstrates self-confidence;
Reads at or above grade level;
Home life appears to be stable;
Has set some immediate goals for the future.
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Criteria For Attaining CompeteneVrermination For Youth

LEVEL I

To be determined as attaining Pre-Employment/Work Maturity Competencies, a Level I
youth must have achieved the following:

Satisfactorily completed the interview portion of Pre-Employment Sk711
Training
Completed an acceptable resume;
Attended classes, work experience, etc., at an 80% level;
Scored 60 or more on the "Score 100" test

LEVEL II

To be determined as attaining Pre-Employment/Work Maturity Competencies, a Level II
youth must have achieved the following:

Satisfactorily completed the interview portion of Pre-Employment Skill
Training;
Completed an acceptable resume;
Attended classes, work experience, etc., at an 80% level;
Scored 75 or higher on the "Score 100" test.

LEVEL ifi

To be determined as attaining Pre-Employment/Work Maturity Competencies, a Level III
youth must have achieved the following:

Satisfactorily completed the interview portion of Pre-Employment Skill
Training;
Completed an acceptable resume;
Attended classes, work experience, etc., at an 85% level;
Scored 90 or higher on the "Score 100" test.
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There are existing situations in which PICs have left it up to each subcontractor to define
the competencies to be taught, the levels of achievement to be attained, the learning/
acquisition processes to be used, the measurement techniques to be applied, and the
methods for acknowledging attainment to be employed. This type of inconsistency is
chaotic, at best. The more effective way to operate is to have the PIC-recognized
learning objectives be the same across the SDA, with due consideration given to variations
caused by competency splits, as discussed previously. Assessment, progress review, and
evaluation should all be conducted with the same or very similar instrumentation.
Employability development planning should occur in the same format. Certification and
documentation ought to follow the same procedures. Curricula, teaching, and instruc-
tional methodologies could vary, according to the principles, history, and practices of
service providers. For example, young people in an SDA who are deemed deficient in
interviewing skills, in an exercise experienced by all participants as part of the intake
process, could be taught how to act in an interview through a variety of means
computers, audio-visual aids, paper and pencil materials, lecture, experiential learning,
peer interaction, role playing, and simulations. The performance of these youth in a mock
interview episode, conducted on tape or in person with an employer, counselor, or fellow
participant, could be evaluated on one instrument containing the criteria for interviewing
proficiency and the related rating scale. This instrument would be used across the SDA to
determine intra-program client gains in interviewing. Similar output findings from
evaluation could be tabulated together even though the learning process input methods
differed.

The City of Los Angeles is conducting an SDA-wide approach to youth employment
competencies. The competencies are the same for all community-based organization
youth components, the benchmarks or levels of proficiency are standard for all, and
measurement tools are the same for all contractors claiming attainment of competencies
as a positive termination. Curriculum choices are completely up to the contractors and
do vary depending upon program design, experience, resources, and duration of training.

The variations in the City of Los Angeles are not caused solely by decentralization. This
progressive riervice delivery area has a tiered approach to youth employment competen-
cies, with competency areas arranged in tri-level hierarchies basic, intermediate, and
advanced. Display 47 presents breakouts of the Los Angeles gradations. A look back at
Display 38 (p. 164) will show the reporting form related to this approach. (See Display

47.)
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Display 47.

Competency Acquisition Plan for
Youth.Employability Development as

Recognized by The Private Industry Council
of the City oflaos Angeles

HIERARCHY OF PRE-EMPLOYMENT
AND WORK MATURITY SKILLS

Can Do the Job/Can Get Along on the Job

Demonstrate Dependability
Operate Equipment/Machine for the Job
Demonstrate Effective Working Relationships
Get Along with Supervisor

Wants A Job

Demonstrate Positive Attitudes Toward Work/Learning
Be Appropriately Dressed for Work/Class
Complete Job Application
Prepare Resume and Cover Letter
.Perform Well in an Interview

Knows About Jobs and Career/Life Planning

Assess Own Capabilities and Interests
Develop Career Plan
Devise A Budget and Manage Money
Identify Jobs, Conduct Search
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>

I

= Entry requires skills equivalent to 8th gradew
ci level
z
<

a Completion of this level indicates 12th grade=
44 level equivalent has been achieved

HIERARCHY OF BASIC OR FUNCTIONAL SKILLS

READING, WRITING, COMPUTATION

arzoommawasmssalt

READING WRITING COMPUTATION

READ/NO

40111111,
WRITING COMPUTATION

Entry requires skills equivalent to 5th grade
level

a. Completion of this level indicates 8th grade
level equivalent has been achieved

READING WRITING COMPUTATION

Entry requires skills equivalent to 4th grade
level

Completion of this level indicates 5th grade
level equivalent has been achieved
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HIERARCHAL OBJECTIVE.S
BASIC SKILLS INTEGRATED AT EACH LEVEL OF EMPLOYABILITY DEVELOPMENT

BASIC LEVEL INTERMUDIATE ADVANCED

READING

Interpret Signs 4 Labels

Follow Directions in Order

Use A Road/Street Map

Use A Dictionary

Use A Library

Gain Information from Newspapers
and Magazines

e Use the Telephone Book as Info Source

Read 4 Writs: Day, Months and
Time of Day

Use Textbook and Reference Materials

Read Consumer Info

Interpret Forms

WRITING

Record Personal Info for
Self and Others

Writs Message's and Reports

Write Resume and Cover Letter

Complete Forms, 1.e. Job Application

Write Sentences

Construct Paragraphs

Write Composition

Identify Study Skills and
Test Taking Skills

MATH
A

Identify Whole Numbers

Add Whole Numbers

Subtract Whole Numbers

Identify Amounts of Money

Multiply Whole Numbers

Divide Whole Numbers

Solve Word Problems Using Whole
Numbers

Identify Fractions

Add Fractions

Subtract Fractions

Multiply Fractions

Divide Fractions

Identify Decimals

Add Decimals

Subtract Decimals

Multiply Decimals

Divide Decimals

Calculate Percent of Numbers

Read Graduated scale

Solve Problems Using

Linear Measure
Area Measure
Volume Measure

Coe Calculator



Having an urban-rural service delivery configuration can complicate a centralization-
decentralization situation even more. Division of labor among agencies for. carrying out
key administrative and operational functions becomes difficult. Learning needs of "city
and country" youth will be diverse. Teaching styles, lesson plans, and instructional tools
will vary widely. Unifor,n application of the same measurement approach across all sites
will be hard to accomplish.

These circumstances are not ideal. The best way to manage such differences is through
the implementation of a sufficiently developed youth employment competency system.
Such a system provides the framework upon which all of the complicated actions involved
can be organized and productively channeled. Adopting a systems approach to youth
employment competencies affords localities the structure and procedures to more
substantively enrich the future prospects of young people.

Living with the variations can be greatly facilitated by making PICs the overseers of the
content of local compethncy systems. Private sector involvement has improved quality
control in youth employment competencies, just as it has in other vital program segments.
Peer pressure through greater visibility in the field of employment and training has

been helpful in promoting accountability, enhanced outcomes, and systemic integrity.
Several SDA director associations are considering the establishment of "codes of ethics"
which could entail provisions about the scope and comparability of different competency
systems.

Policies made by the SDA affect the operations of subcontractors and service providers.
Careful attention to detail is important where competencies differ among agencies and
deliverers of various activities, as is common in some large or fragmented local
jurisdictions. In such situations, quality assurance in the establishment of substantively
oriented youth employment competency systems can be effected by judicious use of
request for proposal packages (RFP5) and performance-based contracting.

Requests for proposal packages serve fair notice to service providers from the begin-
ning concerning operative rules, roles, responsibilities, and expectations. Vendors know
what the programmatic requirements and management parameters will be prior to
submitting project applications. An absolutely excellent example of an RFP issued by
the Birmingham Area Private Industry Council may be found in the appendix section
keyed to this chapter. The Birmingham RFP incorporates an explanation of performance-
based contracts on pages 14 and 15.
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Performance-based contracts are the administrative vehicles for holding project operators
to particular qualitative and quantitative process, performance, and outcome levels. This
is especially relevant in light of Public Law 98-524, the Vocational Education Reauthori-
zation Act of 1984 (renamed the Carl Perkins Vocational Education iict of 1984), which
was enacted on October 19, 1984. Section 7 of the Vocational Education Act legislation
modifies section 629.38(e)(2)(iii) of the JTPA regulations governing the use of fixed unit
price contracts. Formerly, fixed unit price contracts could make full payment and be
charged entirely to the training costs allocation category, "only upon completion of
training by a participant and placement of the participant into unsubsidized employment
in the occupation trained for and at not less than the wage specified in the agreement."
Now, with the modification, the scope of fixed unit price contracting also includes in

the case of youth full payment for training packages purchased competitively pursuant
to Section 141(0(3) of JTPA, if the training results h either placement in unsubsidized
employment or the attainment of an outcome specified in Section 106(b)(2) of JTPA.

These other outcomes encompass achievement of competencies recognized by the Private
Industry Council, completion of elementary, secondary, or post-secondary school, or the
equivalent thereof, enrollment in other training programs or apprenticeship, and enlist-
ment in the armed forces. "Commercially available training packages," referenced above,
include advanced learning technology, and may be purchased for "off-the-shelf" prices
without requiring a cost allocation breakdown if they have built-in performance criteria.

The particular appeal of fixed unit price contracts is that the entire cost of the contract
is considered a training cost, making it easier for SDAs to stay within the statutory limits
on non-training costs.

The National Alliance of Business has published a widely used volume entitled
Performance Contracting. Four items from the Performance Contracting Workbook are
contained in the appendix section keyed to this chapter.



11. PrenloLmerq:orIVW c Maturi

A. Strategic Options The pre-employment/work maturity competency area encom-
passes: job finding, job getting, job holding, and job advancing. Such capabilities are
often collectively referred to as employability skills. These competencies enable a young
person to successfully market himself/herself to an employer and maintain a satisfied
customer two equally important parts of the same process.

The Combination

Finding and getting work are usually covered by the term "job seeking," also known as pre-
employment. Holding a job and making job advances are generally covered by the term
"job keeping," also known as work maturity. Pre-employment and work maturity have
been combined into a single competency area. The alternative was to leave young people
only partially prepared for the process referenced above.

This combination increases substantive equity among the three youth employment
competency areas. Basic education competencies are needed to obtain and maintain
certain types of employment, as are job specific skills. This 1;. now true of pre-
employment/work maturity as a whole, and gives greater balance and consistency to the
overall competencies concept. It could not have been said prior to the pre-employment/
work maturity linkage.

Combining pre-employment and work maturity improves quality control because localities
will not be al)le to obtain positive terminations simply by providing very brief pre-
employment services. Teaching job seeking without job keeping where need exists in
both is simply an inadequate approach to serving young people. "Three hour termina-
tions" have always been highly suspect, but almost untouchable. Now, through the
requirements of a sufficiently developed system, programs would have to determine and
document the lack of need in work maturity before even beginning to concoct a "half-day"
special. Preparation of young people for future employment endeavors will thus be more
complete. Competency-based outcomes across the country will be more comparable and
credible.

It will be easier for states which presently track pre-employment and work maturity
separately to combine their results than it would be for states which track them together
to disaggregate their data.
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Section 205 (JTPA) lists several work maturity objectives under pre-employment skills,
indicating that there is already a blurring of the distinctions between the two. This is
operationally true in many localities also, including those that still regard them as
separate categories. Additionally, since 14-15 year olds can obtain a positive termination
by "completing program objectives," the combination of pre-employment and work
maturity will not impede SDAs from providing pre-employment training alone for 14-15
year olds. The linking of pre-employment and work maturity only applies to those
localities seeking positive termination credit for the attainment of PIC-recognized youth
employ ment competencies.

Definitionally, pre-employment and work maturity go together and must be addressed by
SDAs reporting competency results. However, the localities determine program substance
and content, the organization and sequence of events, and the methodologies to be used.
The SDA decides (a) whether pre-employment and work maturity training occur concur-
rently or consecutively in the same or different activities, or (b) whether such assistance
takes place at significantly different points in time, such as at the beginning and end of
the program. Local latitude is wide. The only requirement is that services and learning
results for each participant be tracked and recorded so that when pre-employment/work
maturity outcomes are reported, a summative data base is there to substantiate the
enrollee's total program experience.

The number and proportion of job seeking and job keeping comtencies to be offered is a
local decision. It would, however, be best to have a good representation and fairly equal
distribution of each. The point is that a positive termination can't be based on job seeking
competencies alone, unless the participant already possessed job keeping competencies at
enrollment, or didn't meet the minimum level of need where deficits are separately
determined. In addition to those who "test out" of work maturity up-front, there could
under the variations theme be some special needs young people for whom acquisition of
modified competencies is in fact the intended outcome, rather than some form of post
program labor market status. The modification might be granting positive terminations
for this exceptional group solely for the attainment of pre-employment competencies.

The primary emphasis in combining pre-employment and work maturity into one area is to
facilitate more comprehensive and complete service to young people. Those feeling to
the contrary have yet to voice a convincing argument for their position. With the
exception of special circumstances such as those just covered, what sc :Ise does it make to
teach a youth how to get a job if he/she can't also hold it, or how lo ;told a job if he/she
can't get it in the first place?

216

229



S'ome people will continuously try to "beat the system." Institution of certain steps to
help assure learning will also keep the "quick fixes" at bay. Programs should offer
substantial arrays of assistance in pre-employment/work maturity. The "1/3 minimum
level of need" example could be applied across the board, with Some latitude provided in
special circumstances. Job seeking competencies should entail interactive community
episodes, wherever dble. Job keeping competencies should be demonstrated over a
period of at least ten days before determination of gain is finalized.

Pre-employment/work maturity competencies are generic, and generally transferable
across occupations. They don't vary by grade level. Most programs would agree on the
competency classifications to be taught. These factors should make the core competen-
cies approach adopted by the State of Texas seem even more attractive to states and
SDAs alike.

Job seeking and job keeping are separate parts of the same whole. Although they are
counted together in the final tally, the competencies taught, means of acquisition
employed, and measurement devices used are different for each. Therefore, the
discussion will often reference pre-employment and work maturity separately. It should
always be remembered that, under the sufficiently developed system requirements, they
are combined. More practically, they are functionally integrated and complementary, just
like limbs arms and legs on the human body.

Pre-employment is taught in classrooms, workshops, or field settings, with the same
competency criteria usually applied across the board. Work maturity is taught in
classrooms, during counseling sessions, or at worksiteL, with the same competency criteria
also applied across the board on a general basis. Pre-employment/work maturity is thus
delivered through a standardized approach, with needs met, progress measured, and
achievement recorded on an individualized basis. The pivotal strategic consideration is to
make sure that the competencies affered provide the strongest foundation for successful
labor market entry and retention.

Job Seeking Choices

Pre-employment competencies should cover the full range of finding and getting jobs. Job
seeking is not a static or by-rote process. Rather, it is an active and involved undertaking
requiring, in part, the ability to both acquire and apply a fairly extensive body of
information in interactive situations. Competency statements and related indicators
should reflect the nature of pre-employment, or "jobology" as it is sometimes called.
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Young people should not only be asked to "name" or "list" items, but should also be asked
to describe or explain them wherever possible. For example, participants could discuss
their chosen occupations in terms of how the job's requirements and available places of
education, training, and preparation assistance relate to their own interests, aptitudes,
values, and personal circumstances. Enrollees could be asked to not only identify sources
of labor market information and job leads, but also to use those vehicles for finding actual
private or public sector employment openings. The young people would go out, visit the
sites, talk to supervisors and workers, and see what goes on in the world of work. They
would then be able to discuss what employers actually expect from workers, and be able
to analyze the positive and negative characteristics of the sites. By going through such
steps, the youth would have met the competencies experientially, rather than through
simple reading and recitation.

Applications and other employment forms often don't seem that relevant in a classroom
setting. Programs could have youth visit businesses to get one of each application type:
(a) small/medium/large companies, (b) service/manufacturing/high technology firms, and
(c) "no" collar/blue collar/white collar concerns. The applications would be completed and
returned for the employer or personnel department's review. This could also be done with
other kinds of employment forms, like taxes, medical information, insurance, security
clearance, etc. Relevancy somehow then becomes firmly established.

Having talked to employers before, young people should be fairly comfortable contacting
them for the purpose of preparing occupational or industrial profiles reflecting present job
opportunities, as well as trends and projections for the future. This prepares youth for
similar real world researching of potential employers.

Resume writing can be learned from a book or a computer console. Obtaining references
is a learn-by-doing proposition. Participants could be required to obtain three letters of
reference, or five "permissions to use as reference" through either phoning, writing, or
visiting these individuals.

Acceptable interview techniques are crucial, but are useless without interviews in which
to use them. That :a why there is a need for job search methods. Enrollees could be asked
to pick three want-ads out of the paper, and secure a job interview related to any one of
them, through phone call, letter, personal contact, or any combination thereof. The

progam may want to use a number of episodes, because part of the success here will be in
the "luck" of the selection process. Obtaining an employment interview is a lot harder
than seeing the boss under the auspices of what often seems like a school project.
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There are three kinds of pre-employment competencies: program-related, employer-
related, and survival/daily living skills. For example, values clarification and career
decision making are often regarded by the program as essential for the participant.
However, most emplcyers are not interested in whether the enrollee "knows him/herself"
or "is at one with the universe." They are interested in those competencies that are
employer-related (resumes, applications, interviewing, etc.). In addition, employers are
interested in survival skills like renting an apartment and using public transportation to
the degree that young people won't try to sleep under their work benches and can get the
bus to get to work on time. All three of these varieties are considered employment-
related because they help make youth self-sufficient, capable of functioning on their own,
and free from job obstacles.

In certain pre-employment competency topics, like letters of inquiry, thanks, and follow-
up, resumes, applications, and employment forms, attainment very much depends on basic
education proficiencies such as reading, writing, and language arts (spelling, grammar, and
punctuation). These pre-employment competencies are nearly universal, and utilization of
these basic education competencies is almost unavoidable. The same is true to a lesser
degree for survival/daily living skills like telling time, making change, reading a road map,
using public transportation, shopping, and managing money. In formulating the overall
strategy for job seeking competencies, program designers need to keep this inter-
relationship in mind, and plan for its occurrence.

Figure 21 contains an extensive but certainly not all inclusive list of pre-employment
competency topics gathered from a review of several score local youth employment
competency systems. These capabilities are listed alphabetically. They are not written
as competency statements, yet each should be looked at in terms of "the participant will
demonstrate understanding of and ability to perform/conduct/utilize, etc." Topics
indicated by an asterisk merit consideration as core competencies.

Display 48 provides an excellent representation of issues related to one of the most
pivotal job seeking competencies: interviewing.
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Figure 21. "Pre-Employment oard"
Accessing Community Resources
Applications*
Being a Consumer
Budgeting
Career Planning/Decision Mal:ing "Pathine*
Changing Jobs, Companies, Occupations, Careers
Choosing an Occupation*
Contacting Employers in Person*
Driver's License
EEO/AA Concerning Hiring Practices
Employer Expectations and Obligations*
Employment Forms/Red Tape*
Entering into Contracts
Follow Through on Job Leads, Interview Prospects, etc.*
Forms in Community (Social Security card, voter registration, deed, birth certificate, car

registration, accident report)
Interviewing*
Insurance
Job Search*
Labor Market Information (job opportunities, requirements, and descriptions)*
Labor Unions
Loans, Credit, and Installment Buying
Legal and Financial Aspects of Employment (work permits, minimum wage, equal pay for

equal work)
Letters (inquiry, cover, thanks, follow-up, resignation)*
Making Change
Money Management
Networking for Occupational Information and Job Hunting
Occupational Knowledge (business/industry profiles, career data, vocational descriptions)*
Opening Banking Account (checking, savings)
Payroll Structure, Taxes, and Deductions
Personal Interests, Aptitudes, Abilities
Personnel Practices
Preparing Federal/State/Local Taxes
Promotion from Within
Reading a Road Map
References
Renting an Apartment
Researching Potential Employers
Resumes*
Self Assessment
Shopping
Sources of Public/"Hidden" Job Leads and Openings*
Telephone Etiquette (initial contact, setting up appointment, thanks, follow-up)*
Telling Time
Termination of Employment
Transfer of Capacities
Using Public Transportation
Values Clarification
Vocabulary/Abbreviations Used In World of Work
Want Ads
Worker Rights, Benefits, and Responsibilities*
World of Work Awareness Concerning Labor Market Functions (labor exchange, supply and

demand, projections and trends, automation)*
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Display 48.

Job Interviews

Purpose of Category: To provide participants with knowledge of the job interview
process and the ability to competently interview for a job.

Possible Competencies: Successfully completing mock or real job interviews; answering
personal questions appropriately; greeting interviewer and tak-
ing leave effectively; scheduling interviews.

Competency Statement: The participant demonstrates his knowledge of the job inter-
view process by answering correctly 20 of 25 questions about
the interview process.

Instructional Note: While the above statement contains all of the component parts
and is technically "correct," without a performance test built
in, it violates the principle of appropriateness in that knowledge
of the interview process does not mean a participant can
interview competently.

(Source: Developing_Employment Competencies at the Local Level, Texas Department of
Community Affairs, December, 1984, p. 33)

* * *

Job Keeping Choices

About four hundred service delivery areas across the country have incorporated the
concept of youth employment competencies into their daily operations. There are
generally accepted methods and techr ; that "ground" instruction, participant develop-
ment, and determination of gain in p ,mployment, basic education, and job specific
skills. But, there is a distinct lack of . '-ematic means to teach, track learning, and
measure progress in work maturity. Maybc e pieces are there, nationwide, but they are
rarely if ever pulled together into a congruent whole to help program enrollees
acquire positive work habits, attitudes, and behavior patterns. Manifestations of this are
all too common, as youth who have basic education and job specific skills, and pre-
employment competencies get jobs, and soon lose these jobs because of lateness,
absenteeism, or inability to work with others, control impulses, solve problems, or work
within an authority structure. The need is to translate employer expectations into
operative program approaches which provide work maturity competencies to young
people.

Work maturity competencies should cover the full range of holding and advancing in jobs.
These capabilities often start out as abstractions which must be expressed in quantifiable,
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measurable terms, or converted to surrogate criteria that are demonstrable. This

expression or conversion is important, so that resultant competency statements can
provide some indication of future performance. In addition, no program would want to
help promote competencies that are less than adequate, especially if employers were to
use them as adopted hiring standards that tended to exclude people from consideration for
a job even though they might be qualified.

Different youth will spend varying lengths of time in work maturity components, but
hopefully never less than ten days. It is therefore appropriate to set benchmarks as
percentages instead of whole numbers, as in the punctuality and attendance examples used
previously in this document.

Work maturity components generally teach young people how to "play the game" on a
worksite. Whether or not young people intPrnalize "middle class" values or a strict work
ethic is probably less important than how they perform onsite. The "signposts" should be
as explicit, precise, and definitive as possible. For example, punctuality, which is one of
the primary job keeping competencies, ought to be phrased as "the ratio of times (%) late
during a ten day period according to requirements of the site" rather then as "seldom
tardy." What does seldom tardy mean?

Communication and explanation are essential tools in implementing a work maturity
approach involving multiple sites. They help eliminate inconsistencies and misunder-
standings. Competency statements, indicators, and related _procedures should clearly
define and unequivocally represent the nature of the work maturity competencies to be
mastered.

The following two displays and figure constitute different ways of achieving clarity.
Display 49 from the Private Industry Council of South Florida presents a checklist with
the nine competencies defined by questions. Display 50 is from the Grand Rapids
(Michigan) Area Employment Training Council. This employability behavior rating format
offers an extremely comprehensive and unambiguous delineation of what the competen-
cies mean.

Figure 22 has a single competency statement defined by a simple, yet extensive, list of
indicators. Note that the benchmark is expressed as a percentage, no indicator can be
scored at less than a "3", and there is a minimum performance period of at least ten days.
(See Displays 49 and 50 and Figure 22.)
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Display 49.
(Private Industry Council of'South Florida)

Work Maturity Benchmarks

Supervisor/Evaluator Checklist for,Assessin Benchmark Attainment

Agency Project

Worksite

Supervisor

Participant Time Period

Satisfactory Unsatisfactory

. Attendance

2. Punctuality

. Grooming/Hygiene:
A. Does participant dress appropriately for the

job (no shorts, halters, etc.)?
B. Does participant groan hair neatly and

appropriately?
C. Does participant keep beard/moustache neatly

trimmed, if applicable?
D. Does participant demonstrate good hygiene?

. Following Directions:
A. Does participant exhibit a positive attitude?
B. Were instructions followed correctly?
C. Does participant ask questions, if necessary?
D. Was task completed within specified time-

frame?

S. Quality of Work:
A. Was completed work neat and accurate?
B. Were errors corrected?
C. Were instructions followed?

. Work Quantity:
A. Was all assigned work completed?
B. Were work assignments completed in a timely

and efficient manner?
C. Was the quantity of work completed in

accordance with the instructions given?

. Dependability:
A. Were all instructions followed?
B. Was work completed in a timely and efficient

manner?
C. Did participant demonstrate initiative in

completing a task (e.g., finding a better way)?
D. If minimal instructions were given, did the

participant use good judgnent in completing
the task?

E. Can participant carry out work assigmnents
without constant supervision?

. Working Relationships:
A. Does participant render assistance to co-

worker if requested?
B. Does participant readily request assistance

from co-worker?
C. Does participant exhibit a positive attitude

when working with co-worker?

. Personal Behavior:
A. Is participant cooperative?
B. Is participant friendly?
C. Does participant readily accept work?
C. Is participant willing to listen to new ideas?

Remarks:

Signature: Date:
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WORKSITL SUPENVISOK/ELASSRO011 INS1BUGIOR
EMPLOYABILITY BEHAVIOR RATING

Participant's name:

Social Security i:

Site:

Contractor:

Instructor/Supervisor:

Date:

Please rate the above 0. ed participant on all of the 24 behaviors ilsted below by checking the appropriate box.
If you have not had Chu ;,ortunity to observe the behavior, check the box labeled "Not Applicable".

Behaviors

1. ATTENDANCE

2. FOLLOWS ORDERS
AND DIRECTIONS

Ahs.oce - ( ) 1 day or less per month ( )

Tardiness - ( ) 1 day or less per month ( )

( ) always does what he/she ( )

is told by supervisor/
Instructor

pa

3.

4.

rums COMPANY
ORGANIZATIONAL RULES

DOES NOT STEAL

( ) f4llows the rules

( ) I feel that this person
can be trusted with
equlpment and materials

pa
4.

5. TRUTHFULNESS ( ) I feel that this person
can be trusted to report
things honestly

6. ACCEPTS CONSTRUCTIVE
CRITICISM

( ) when a problem Is pointed
out, he/she does not be-
come upset and attempts
to deal with the problem

7. WORKS UNDER
PRESSURE

( ) he/she Is able to work
under pressure without
showing mental or physical
distress

8. ABILITY TO LEARN ( ) readily acquires new
skills or behaviors

9. TRANSFERS SKILLS
TO NEW JOBS/TASKS

) can apply knowledge/
skIlls to a new job
setting or task

10. ARRIVES AT EFFECTIVE
SOLUTIONS TO PROBLEMS/
TASKS

( ) can analyze a problem
and determine the best.
way to solve it

11. WILLING TO WORK t ) willing to try almost
any Job and Is willing
to work hard at It

23 7

( )

Ratings

2 to 4 days per month
2 to 4 days per month

sometimes does what
he/she is told by
supervisor/instructor

follows the rules most
of the time

when a problem Is pointed
out, he/she becomes upset
but tries to deal with
the problem

shows mental or physlcal
distress but is able to
perform task

( ) acquires new skills or
behaviors at a slower
than average rate

( ) works hard only if
she Ilkes the task

Not
Applicable

( ) more than 4 days per month
( ) more than 4 days per month

( ) seldom does what he/she Is
told by supervisor/
instructor

( ) does not follow the rules

)

)

I feel that this person
cannot be trusted with
equipment and materials

I feel that this person
cannot be trusted to
report things honestly'

when a problem is pointed
out, heishe becomes upset
and doepnot try to deal
with the problem

mental or physical distress
interferes with abIllty to
do the Job

)
(

)

( ) has difficulty acquiring new I )

skills or behaviors

appears to have trouble
applying learned knowledge/
skills to new Job setting

usually needs help in
determining the best way
to solve a problem

he/ ( ) has difficulty linding task ( )

he/she will work hard at



Behavlors

12. WILLING TO LEARN

13. COMPLETES WORK ON
TIME

14. WORKS WITH MINIMAL
SUPERVISION

15. CONCERN FOR QUALITY
IN WORK AND PRODUCT

16. USES APPROPRIATE
TOOLS

17. PLANS AND ORGANIZES
WORK

18. APPROPRIATE ATTIRE

19. GETS ALONG WITH

EMPLOYER, EMPLOYEES,
AND/OR CUSTOMERS

O. INTEREST IN JOB

1. POLITENESS-APPROPRIATE
MANNERISMS

2. USES EFFECTIVE

COMMUNICATION

3. PERSONABLE

4. CONFIDENCE IN SELF
AND WORK

( ) makes effort to learn
new Job skills

( ) always completes work ( )

on time

( ) when supervisor is not
there, he/she continues
working

( ) attempts to do 411 jobs
right

( ) always uses tools In a
manner for which they
were designed'

( ) IS able to see Job
tasks In order-of their
importance

( ) always maintains
acceptable dress and
cleanliness

( I

( )

Is able to get along
( )

with others at training
site (employer, employees
and/or customers)

always shows interest in ( )

a job or the task at
hand

always conforms to social ( )

norms when interacting
with others

always expresses thoughts ( )

and ideas that are
understandable

( ) always seems to be
pleasant when
Interacting with others

( ) expresses pride In
accomplishments and
attempts new tasks

( )

( )

Ratings

makes effort to learn
new Job skills only
when told

sometimes completes work
on time

when supervisor Is not
there, he/she does not
work as hard

attempti to do most jobs
right

sometimes uses tools not
designed for the tasks

has trouble seeing Job
tasks In order of their
importance

sometimes needi to te
reminded of appropriate
dress and cleanliness

has problems with a few
employers, employees,
and/or customers

sometimes seems
disinterested In the
Job or task he/she Is
doing

sometimes conforms to
social norms when
interacting

sometimes Is not
understandable

seldom seems to be
pleasant when
interacting with others

sometimes hesitates
to try new tasks

Not

Applicable

( ) does not make an effort ( )

to learn new Job skills
even when told

(.) seldom completes work on
time

( )

( ) when supervisor is not ( )

there, he/she stops
working

().rarely attempts to do the ( )

Job right

( ) often uses tools not
designed for the tasks

( ) can not see Job tasks In ( )

order of their Importance

( ) often needs reminding of ( )

appropriate dress and
cleanliness

( seems to show a pattern of ( )

problems with employers,
employees, and/or customers

( ) often shows disinterest ( )

In a Job or the task he/
she Is doing

(.) seldom conforms to social ( )

norms when interacting

( ) often is not

understandable

( ) never seems to be pleasant ( )

when interacting with
others

( ) seems unsure of self and ( )

work and hesitates to try
new tasks

239 240



DEFINITIONS OF WORE BEHAVIORS

1. Attendance - Reports to work regularly and on time as evidenced by the
employee having less than one unexcused absence per month and
exhibiting tardiness no more than 5% of the time.

As evidenced by: Worker showing a consistent pattern of promptness
and attendance.

2. Appropriate attire - Maintains acceptable dress and cleanliness in
accordance with the established or implied dress code of the
organisation.

As evidenced by: Worker not needing supervisory intervention in
personal cleanliness or dress habits.

3. Interest in_job - Shows interest in specific job by engaging one's
attention to work tasks as evidenced by asking questions and verbally
expressing enthusiasm about the work.

As evidenced by: Worker exploring all aspects of his/her job and
expressing enthusiasm about the job.

4. Gets along with employers/employees/customers - Maintains harmonious
relationships with other people in his/her working environment.

As evidenced by: Worker displaying an ability to get along with
people, given the demands of the working
environment.

5. Follows orders and directions - BXecutes written and oral directions
and orders.

As evidenced by: Worker executing orders and directions without
deviation.

6. Does not steal - Is capable of being trusted with equipment and
materials.

As evidenced by: Worker respecting the dominion of properties used
on the job.

7. Works with minimal supervision - Displays an ability to complete a task
with minimal intervention by a superior.

As evidenced by: Worker accomplishing tasks on his/her own.

S. Willing to work - Displays inclination to obtain employment and once
employed, works hard at given tasks.

As evidenced by: Worker actively seeking employment and attempting
to perform any tasks asked by him/her.

9. Willing to learn - Seeks and/or responds to opportunities to improve job
or personal skills and knowledge.

As evidencea by: Worker taking advantage of training programs.
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10. Politeness - appropriate mannerisms - Conforms to social norms in
personal interaction.

As evidenced by: Worker interacting with other people in a
mannerly fashion.

11. Follows company rules - Is aware of and adheres to established rules and
standards.

As evidenced by: Worker, after familiarized with rules, does not
infract them.

12. Concern for quality in work and product - Performs work and produces
products that conform to established standards.

As evidenced by: Worker performing work that is of acceptable
quality.

13. Uses effective communication - Can express thoughts and ideas that are
understandable, using appropriate syntax and vocabulary.

14. Personable - Interacts with other people in a manner that is pleasant
and not offensive.

As evidenced by: Worker displaying a friendly and responsive manner.

15. Truthfulness - Does not prevaricate when reporting facts and events.

As evidenced by: Worker being honest when reporting working time,
personal abilities, reasons for errors, etc.

16. Ability to learn - Evidences a capacity to acquire knowledge and skills.

As evidenced by: The worker acquiring new skills or behaviors at an
appropriate rate, after instruction is given.

17. Confidence in self and work - Expresses pride in accomplished work and
readily attempts new or unfamiliar tasks.

As evidenced by: Worker readily accepting new tasks or responsi-
bilities and expressing assurance in their success-
ful accomplishment.

18. Accept constructive criticism - Receives judicious evaluation regarding
job performance without protest and attempts to remediate the problem.

As evidenced by: Worker not becoming angry or emotionally upset when
someone points out a fault or defect in his/her work
and attempts to correct any noticed problems.

19. Works under pressure - Performs work successfully in stressful job
situations.

As evidenced by: Worker not evidencing physical or mental distress
during constraining circumstances.
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Plans and or anizes work - Sequences tasks and sets priorities for given
job assignments.

As evidenced by: Worker establishing goals and objectives relative
to timelines.

21. Completes work on time - Finishes job tasks within specified timelines.

As evidenced by: Worker producing end products within the expected
time allotment.

22. Uses approoriate tools - Selects the proper tool(s) for a given task(s).

As evidenced by: Worker appropriately discriminating between the
operation of one tool as opposed to another.

23. Transfers skills to new_jObs/tasks - Applies knowledge learned in a
previoas job to a new job setting.

As evidenced by: Worker applying his/her general understanding in
performing a speOific taak when changing to new or
unfamiliar tasks.

24. Arrives at effective solutions to_problemsLtagcs - Relies on own
resources in resolving difficulties.

As evidenced by: Worker analyzing a problem and determining the most
expedient solution, explanation, or interpretation.
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Figure 22.

Part 6. Item k. Task Completiom Evaluation Format

*Instructions for Parts 3-6, Items h.-k.: Participants should be rated on how well they
meet the requirements of the program site as observed by the supervisor, instructor or
counselor, according to the following scale:

Rating Scale for Parts 3-6
5 Excellent
4 Good
3 Satisfactory
2 - Fair
1 - Needs Improvement

Superior Performance
Outstanding Performance
Acceptable Performance

Below Average Performance
Unacceptable Performance

Participant demonstrates proficiency in task completion by attaining a rating of 80% on
the following indicators (covering a pre-determined period of at least 10 consecutive
working days), evidenced by observation of performance.

Indicators Rating (1-5)

1. Reliability.
2. Following directions/carrying out instructions.
3. Finishing assignments.

4. Seeking clarification and assistance al necessary.
5. Organizing duties.
6. Managing time and meeting deadlines.
7. Working under pressure and adapting to new/different circumstances.
8. Performing (equal) share of work and giving extra effort when

needed.

9. Ability to admit mistakes and keep trying in spite of setbacks.
10. Solving problems and resolving conflicts.
11. Handling frustration and stress.
12. Working productively, efficiently and effectively.

Total Possible Points 60

Total Achieved (with no rating less than a "3" allowable for attainment of
competency*)

Percentage

Competency Attained: Yes No Date

*Notes/comments should be added for each rating less than a "3".

* * *
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Job keeping competencies and indicators can often be interchangeable. In Figure 22,
following directions is an indicator of task completion. It could just as easily have been
the other way around. On occasion, the more "prominent" work maturity competencies
become indicators. For example, positive self-image could be evidenced by good
grooming and personal hygiene, as well as dressing appropriately for the job. Dependabil-
ity could be demonstrated by an acceptable attendance record (no unexcused absences)
and an acceptable punctuality record (no unexcused "tardies").

Certain work maturity competencies overlap with capabilities from other areas. For
example, communicating effectively in the workplace is a key job keeping competency.
Communication is also one of the pivotal basic education skills. Adherence to safety
rules, and maintenance of tools, equipment, and machinery are often included as work
maturity capabilities. They are also key items under secondary job specific skills.

Figure 23 contains a comprehensive but not exhaustive list of work maturity compe-
tency topics assembled from a review of over sixty local youth employment competency
systems. They are arranged alphabetically. Although not written as competency
statements, each should be looked at in terms of "the participant knows, and will
demonstrate proficiency in .. . :" Topics marked by an asterisk deserve consideration as
core competencies. Most, if not all, of those items not noted as core competencies could
fit under one or more of the major topics as indicators.

Several of the items in Figure 23 will appear very close in meaning. They were included
to show how the same competency topics often receive different labels, and should be
looked at closely to determine their exact intent. (See Figure 23.)
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Figure 23.

Abstinence from Illegal,
Physically Abusive, and Violent
Actions

Acceptance of Assignments,
Guidance, Criticism, and
Correction from Supervisor*

Accuracy of Work
Acknowledgement of Mistakes
/Errors

Active Participation
Adaptability
Adherence to Written/Formal
and Unwritten/Informal Norms
of Site

Appearance*
Asking Clarification Questions
as Appropriate

Assumption of Responsibility
Attendance*
Attention to Detail
Attentiveness
Attitude*
Behavior*
Breakdown/Clean Up Routines
Calling in Sick
Care/Concern for Property of
Others

Cheerfulness
Command of Site Terminology
Common Sense
Communication
Conduct*
Confidence
Conscientiousness
Consideration
Consistency of Effort
Cooperation
Coping with Conflict
Coping with Frustration
Courtesy
Dealing with the Unexpected
Decorum
Dedication
Demeanor
Dependability
Deportment
Desire to Grow/Advance
Determination
Diligence
Diplomacy
Discretion
Doing Own Share of Work
Efficiency
Enthusiam
Finishing Work in Timely
Manner

Flexibility
Following Directions*
Following "Leave" Procedures
Following Rules of Workplace*
Following Safety Regulations

"Work Maturity Medley"

Following Through
Freedom From Influence of
Chemicals on Job

Friendliness
Functioning Without Being
Easily Distracted

Getting Along with Others at
Site

Giving Feedback
Grooming
Handling Boredom
Handling Pressure
Helpfulness
Honesty
Honoring Commitment
Hygiene
Industriousness
Informing of Intention to
QuiVResign

Initiative
Integrity
Interest in Job/Site Activities
Interpersonal Relations*
Judgment
Keeping Personal Life from
Interfering With Work

Leadership
Loyalty
Maintaining Effort in Spite of
Setbacks

Maintenance of Tools,
Equipment, Machinery, and
Work Station

Management of Time
Manners
Meeting Deadlines
Motivation
Neatness
Negotiation of Disagreements/
Differences of Opinion

Notification of Lateness/
Absence

Openess to Change and New
Ideas

Organization of Duties
Patience
Performance of Assigned Work
Without Prompting

Perseverance
Personableness
Poise
Politeness
Pride in Work
Prioritization of Tasks
Problem Solving*
Productivity of Type/Amount of
Work Required

Punctuality*
Quality of Work
Quantity of Work
Reaction to Authority
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Readiness to Work
Redoing Unacceptable Work
Without Complaint

Reliability
Requesting Further Assignments
Requesting Feedback
Resolution of Difficulties
Seeking Advice/Assistance When
Necessary

Seeking Advancement
Self Control
Self Discipline
Self Image
Self Management (Adequate
Child Care, Housing,
Transportation)

Sense of Humor
Sensitivity
Settlement of Disputes
Showing Respect for Supervisor
and Fellow Workers

Sincerity
Stability
Stopping Work Only at Proper
Times

Suggesting Improvements
Tact
Task Completion*
Thoroughness
Tolerance
Truthfulness
Use of Appropriate Language
Use of Correct Chain of
Command

Utilization of Materials and
Supplies

Volunteering Extra Effort When
Necessary

Volunteering to Learn New
Things

Willingness to Accept Additional
Tasks

Willingness to Do Same Job
Repeatedly

Willingness to Work
Working as Team Member
Working at Acceptable
Speed/Steady Pace

Working Independently/On Own
with Minimal Supervision

Working Under Close
Supervision

Working Under Stress
Working Within "Pecking
Order"



B. Measurement Display 51 comes from the General Accounting Office's (GAO) Survey
of Service Delivery Areas' Youth Emplosment Competencs Systems Under Title II-A of
JTPA. The items in each checklist were empirically derived. They show a quite natural
progression from general to specific in the types of instrumentation used locally for
determining need and gain. Program operators tend to glean as much assessment data as
possible from the regular intake process, e.g., resume, application, and interview
capabilities. Usually during program admissions, there is some occasion to discuss the
young peoples° present and future labor market plans and ascertain their world of work
awareness and capacities for career decision making. In addition, more and more
localities are looking to performance by participants in prior settings, such as school and
work, to get a better fix on the competencies youth possess at entry. At program exit,
measurement is often much more focused, depending on the capacities being examined.
Some competencies lend themselves quite well to a pre/post format using the same
criteria to score performance in different episodes. (See Display 51.)

Display 52 provides a means for productively contacting a young person's former teachers
or employers. The form gathers pre-employment/work maturity data relevant to planning
the youth's participation in the "Maine Model." It not only asks "if something happened,"
but also asks "how well it was done." Please note that a place for the enrollee to indicate
his/her permission is included. This form is used by the State of Maine 15 County SDA.

(See Display 52.)
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Display 51.
PART I: PRE-EMPLOYMENT/WORK MATURITY COMPETENCY AREA (continued)

Initial assessment of pre-emoloyment/work maturity skill deficiencies

25. Currently, what methods or sources of Information are typically used to perform the Initial.

assessment of youths' pro-employment/work maturity skill deficiencies?

-
(1) In the space provided, please write In the names of the two program operators you listed in

question 24 In the same order.

(2) In column A, for each operator, check each method or source of Information that currently Is
typically used for initial assessment df youths' pre-employment/work maturity deficiencies.

Include methods used during the Intake process and/or those used by the program operator.

(3) Fce each method used, check In column 8 if the results ere documented In participant files.

PROORPROPERATOW4

CPERATOR 01
Name:

OPERATOR 02
Name:

(A)

METHOD IS
USED FOR
ASSESSMENT
(Chock)

(8)

RESULTS ARE
DOCUMENTED IN
PARTICIPANT

FILE
(Check)

(A)

METHOD IS
USED FOR

ASSESSMENT
(Chock)

(8)

RESULTS ARE
DOCUMENTED IN
PARTICIPANT

FILE
(Check)

NE7HODISAMICE CC INFOAMATICM
FOR INITIM. ASSESSMENT OF PRE-

EMPUTREMIDIORK MATURITY
COMM= DEFICIENCIES

. Eligible youth Is assumed to have
deficiencies

. Evaluaticm of youth's program
applicaticm paperwork

. Evaluation of interview behavior

. Evaluation of information obtained
,

in Interviews

. Evaluaticm of personal resumes

6. Evaluation of work history

7. Evaluation of'school records

. Evaluations from teachers or
, counselors

9. Evaluations frail past employers

10. Evaluations from referral sources-
11. Standardized written tests (specify) (specify)

12. Locally designed written tests

13. Standardized oral tests (specify) (specify)

14. Locally designed oral tests
.

15. Self-assessment by participant

16. Other (specify) (specify)
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PART I: PRE-EMPLOYMENT/WORK MATURITY COMPETENCY AREA (continued!

Measurement of attainment of pre-employment/work maturity competencies

Curr.mrty, what methods or sources of Information are typically used to measure participants'

attainment of pre-employment/work maturity competencies? (Include any measurements performed by
proven operator ...tIff or by SDA/P1C staff.)

(1) In the space provided, please write in the names of the two program operators you listed in

question 24 in the same order.

(2) In column A, for each operator, check each method or source of information that currently is

. typically used.to measure youths' attainment of pre-employment/work. maturity competencies.

Include methods used by program operator staff or PIC/SDA staff.

(3) For each method used, please check In column B If the results are documented In participant

files.

PRE-EMPLOYMENT/MRK
PROGRAM

MATURITY COMPETENCY
OPERATORS

OPERATOR #1
Name:

OPERATOR #2
Name:

(A)

METHOD IS USED
TO MEASURE
ATTAINMENT
(Check)

(B)

RESULTS ARE
DCCUMENTED IN
PARTICIPANT

FILE
(Check)

(A)

METHOD IS USED
TO MEASURE
ATTAINMENT

(Check)

----.
(B)

RESULTS ARE
DOCUMENTED IN
PARTICIPANT

FILE
(Check)

METHOD/SOURCE OF INFORMATION FOR
NEASUROMMT OF PRE-EMPLOYMENT/WIC
MATURITY COMPETENCY ATTAINMDTT

I. Observation of behavior or
performance

2. Standardized written tests (specify) (specify)

3. Locally designed written tests
-- .-

4. Standardized oral tests (specify) (specify)

5. Locally designed oral tests

6. Review of participant's work
products (e.g., application,
resumes, etc.)

7: Evaluations from teachers/
counselors

8. Evaluations from employers

9. Other (specify) (specify)

I

[
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Display 62.

Prior Employment or School Verification Form

In order for the ABC program to certify that this youth has achieved certain
standards at school or in the workplace, please verify the following items. Some
items relate more to a school or others to a place of employment. If the item
does not relate to your site,place circle .N/A and if you have no knowledge about
that particular item please circle UK for unknown. The numbers below each item
represent frequency, 1=seldom, 2=sometimes, 3=usually or the average, 4= fre-
quently, 5= almost always.

Name of youth:
School/Worksite:
Name of person completing this form:
Youth's Duration at this school or worksite:
Date the form was completed:

*
The youth-named above has demonstrated that he/she:

1) Can provide transportation that is reliable

1 2 3 4 5 N/A UK

2) Has reliable childcare

1 2 3 4 5 N/A UK

3) Provide basic needs for self such as food, shelter, clothing

1 2 3

4) Design and maintain a budget

1 2 3

4

4

5 N/A UK

5 N/A UK

5) Free from substance abuse

1 2 3 4 5 N/A UK

6) Has good problem solving abilities such as can identify problem, analyze it,
suggest alternatives, choose a course of action and presevere

1 2 3 4 5 N/A UK

7) Can complete an accurate application

1 2 3 4 5 N/A UK

Can develop a well organized resume

1 2 3 4 5 N/A UK
8) Contact an employer and make a good first impression

1 2 3 4 5 N/A UK

9) Interview effectively

I 2 3 4 5 N/A UK
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School or Employer Verification Form(continued)

10) Maintain an acceptable attendance record

1 2 3 4 5 N/A UK

11) Is on time

1 2 3 4 5 N/A UK

12) Gives notice in advance of interuptions to schedule

1 2 3 4 5 N/A UK

13) Is reliable by caring for money and material appropriately

1 2 3 4 5 N/A UK

14) Follow rules of worksite or school

1 2 3 4 S N/A UK

15) Follows instructions

1 2 3 4 5 N/A UK

16) Speaks well and effectively
1 2 3 4 5 N/A UK

17) Uses listening skills

1 2 3 4 5 N/A UK

18) Positive attitude toward others
1 2 3 4 5 N/A UK

Dresses appropriately
1 2 3 4 5 N/A UK

Respects others rights

1 2 3 4 5 N/A UK

19) Accepts supervision and criticism
1 2 3 4 5 N/A UK

20) Accepts chain of command
1 2 3 4 5 N/A UK
Cooperates with co-workers
1 2 3 4 5 N/A UK

21) Organizes time effectively
1 2 3 4 5 N/A UK

Learns new tasks easily
1 2 3 4 5 N/A UK

Accepts Change
1 2 3 4 5 N/A 'UK
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School or Employer Verification Form(continued)

22) Cares about the quality of work

1 2 3 4 5 N/A UK

23) Has demonstrated knowledge of safety and legal rights on the workplace

1 2 3 4 5 N/A UK

Additional comments on any of the items above:

Signed by: Title:

This section is to be completed by the client prior to the form being delivered
or sent to the school or employer.

, Hereby give permission for ABC

(Name of student)

agency to contact the and ask for information

(Name of agency /school)

on my performance there on the items above. I will not request a copy of this

information for my own files and understand that this will be confidential

information to be used for competency certification only.

Date:

Signed by:

Witness(es)
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Measuring Pre-Employment

Some SDAs use the intake process to cut down on time subsequently required for
assessment of pre-employment competencies. This idea has already been discussed
elsewhere in this document and has merit. It does require some preparation and forms
development, however. For example, the same "name-list-identify-discuss-describe"
questions on occupational information and labor market knowledge should be asked of
each young person in the same way. Staff will need copies of the questions, as well as
answer keys. Paper formats will usually be needed for answer entry and answer
reviewing/scoring. Some places will have scoring done on the answer form itself; most
prefer a separate document on which to record the score.

The answer "key" should have more correct answer possibilities than the number of items

requested. Staff should definitely be trained to discern what youth mean, even if the
words are different. A young person might answer "the snack bar" when asked about
sources of job leads. On the surface, this is off base. A little probing might help discover
that the snack bar at the YMCA is where the three mills in town place their listings for
jobs to best reach the youth labor market. By having more correct responses available
than needed, and by listening to what youth mean in addition to what they say, these
assessment formats become more meaningful, flexible, and facilitative of knowledge
being applied instead of just recited. Sometimes young people will come up with answers
not originally considered. Add these responses to the key for use with all young people.

Display 53, designed by the Rock Island (Illinois) Tri-County Consortium, contains an entry
competency test and answer key reflecting most of these points. (See Display 53.)

The Contra Costa County (California) Private Industry Council has developed some
excellent measurement procedures that can be used in pre and post fashion for
application, knowledge of job sources, and interviewing competencies. These forms are
especially well designed to fit into a sound overall youth employment competencies
recording and documentation process; they are shown in Display 54. (See Display 54.)

Display 55 presents measurement procedures from the Baltimore Metropolitan Manpower
Consortium which cover job seeking plans and letters to employers. Both competencies
require total mastery by participants. (See Display 55.)

Text continues on page 254.
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Display 53.

COMPETENCY TEST

1. List seven job sources (ways to find out about a job opening).

a.

b.

C.

d.

e.

f.

g.

2. List and describe seven general employer expectations (what a boss expects an
employee to do on the job).

a.

b.

c.

d.

e.

f.

g.

3. List and explain seven characteristics of a positive attitude.

a.

b.

c.
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d.

e.

f.

g.

4. What should you do when a boss is criticizing you?

5. What job do you want to do?

a. Why?

b. Describe this job.

c. What type of training do you need to do this job?

d. How much can you expect to be paid for doing this job?

e. Name a company in the Quad-Cities that has this job.

f. What would you do to get more information about this type of work?

g. In order of occurrence, list at least 3 steps to take in reaching your job goal.
(career plan)

1.

2.

3.
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6. Have you ever interviewed for a job?

a. What should you wear for a job interview? (Be specific).

b. Should you ask the employer questions during the interview?

If yes, give two questions you could ask:
1)

2)

c. Name 2 reasons why people don't get hired because of their interview.
1)

2)

d. How would you answer these commonly asked interview questions?

1) Tell me a little bit about yourself.

2) What kind of boss do you prefer?

3) What are your major strengths?

4) What are your major weaknesses?

5) Why should I hire you?

6) What are your ideas on salary?

7) When are you available to work?

e. What do you do at the end of the interview?



7. Safety questions

a. Name 3 reasons why accidents occur on the job.
1)

2)

3)

b. Give 3 examples of accidents that occur on the job.
1)

2)

3)

c. Name 2 things you can do on the job to prevent an accident.
1)

2)

8. Of the jobs listed below, put an (x) in the space by those which are in demand. (There
are a lot of job openings in that occupation.)

Welder

Clerk-Typist

Engineer

High School Teacher

Bricklayer

Waitress/Waiter

Social Workee

Computer Programmer

Nurse's Aide

General Laborer

Truck Driver

Park Attendant

Machine Operator

Electronics Technician

Nurse
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ANSWER KEY TO COMPETENCY TEST

1. a. HELP WANTED ADS IN NEWSPAPERS

b. TELEPHONE DIRECTORIES (YELLOW PAGES)

c. FRIENDS OR RELATIVES

d. LOCAL COMMUNITY ORGANIZATIONS

1. CHAMBER OF COMMERCE

2. BETTER BUSINESS ASSOCIATION

3. INTERDENOMINATIONAL CHURCH COUNCIL
e. STATE EMPLOYMENT SERVICE

f. PRIVATE EMPLOYMENT AGENCIES

g. BETTER BUSINESS BUREAU

h. BUSINESS ESTABLISHMENTS

1. SIGNS IN WINDOWS

2. SOME FACTORIES HAVE HELP WANTED BILLBOARDS OR BULLETIN
BOARDS LOCATED OUTSIDE

I. MANUFACTURER'S DIRECTORIES
j. OBSERVE CONSTRUCTION AREAS

k. CIVIL SERVICE ANNOUNCEMENTS (USUALLY LOCATED IN POST OFFICES)
1. SCHOOL AND COLLEGE PLACEMENT SERVICES

m. PROFESSIONAL STAFF MEMBERS IN REHABILITATION FACILITIES
n. VOCATIONAL TEACt

o. REHABILITATION Ci);_. ,SELORS

2. a. GETTING ALONG WITH PEOPLE cooperation, courteous, respectful, pleasant
personality.

b. HONESTY admit mistakes, work during work hours.
e. INITIATIVE do things on your own.
d. WILLINGNESS TO LEARN listen, ask questions, try new things, learn from

mistakes.
e. DEPENDABILITY attendance, punctuality, finish tasks, meet deadlines.
f. ENTHUSIASM/INTEREST IN THE JOB cares about quality of their work.
g. WILLINGNESS TO FOLLOW DIRECTIONS listen, ask questions, do it "their

way".

h. ACCEPTANCE OF CRITICISM follow suggestions, accept gracefully.
i. LOYALTY make company look good, keep problems "in-house", work hard for

company.

j. AMBITION learn new skills, get more education, show you are capable of doing
more.

k. APPROPRIATE PERSONAL APPEARANCE suitable clothes, neat and clean.
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3. a. SMILES EASILY AND IS PLEASANT

b. WILLING TO CHANGE

c. ABLE TO SEE ANOTHER POINT OF VIEW

d. ALMOST NEVER COMPLAINS

e. ACCEPTS RESPONSIBILITY FOR MISTAKES

f. SELDOM CRITICIZES OTHERS

g. CARES ABOUT OTHERS AND IS HELPFUL

h. RESPECTS IDEAS AND OPINIONS OF OTHERS

I. SHOWS INTEREST IN WHAT IS BEING SAID

j. NEVER MAKES EXCUSES

k. HAS A VARIETY OF INTERESTS

4. LISTEN Make sure you understand what the problem is.
Discuss solutions to problem agree on plan of action.
End on agreeable note thank you (be calm and accepting of what

boss has to say).
Follow-through.

5. REVIEW EACH INDIVIDUALLY no set answers

6. a. DRESS good slacks, shirt, etc.

b. EXAMPLES:

1. Who is the supervisor?

2. What are the hours?

3. Will the hours change?

4. Where and when would I report for work?

5. What are the opportunities for advancement?

6. Is there a job description available?
7. Is a physical required?

8. How often are performance reviews given?

9. What type of employee training program do you have?

10. You may want to ask the interviewer if you could obtain a company catalog
or brochure which describes the products and/or services in order to become
familiar with them.

c. EXAMPLES:

1. Poor personal appearance
2. Nervous, ill at ease, not confident
3. Fails to look the interviewer in the eye
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4. Limp, fishy handshake
5. Sloppy application blank
6. Inability to express self clearly
7. Answers yes and no to all questions - does not volunteer information
8. Gives indefinite responses to specific questions
9. Hostile, overbearing, agressive, conceited

10. Lack of interest or enthusiasm
11. Overall emphasis in "money only"
12. Condemnation of past employers no tact
13. Lack of knowledge of field or work
14. Low moral standards/prison record
15. Poor handling of personal finances/personal problems
16. Inability to take criticism
17. Late for the interview (There is no good reason to be late for an interview.)

d. NO SET ANSWERS Check individually
e. THANK INTERVIEWER Shake hands, ask when decision will be made make

plans to call interviewer back.

7. a. 1. Inadequate knowledge
2. Insufficient skill
3. Environmental hazards
4. Improper habits and attitudes
5. Unsafe behavior

b. EXAMPLES:

1. Slipping on water
2. Particle in eye due to failure to wear safety glasses
3. Pulled muscles due to improper lifting of heavy equipment

c. 1. Wear safety clothes/equipment
2. Know how to operate machinery
3. Pay attention
4. Be well informed follow instructions
5. Refrain from alcohol/drugs while working
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8. WELDER

CLER K -TYPIST X

ENGINEER X

HIGH SCHOOL TEACHER

BRICKLAYER

WAITRESS/WAITER X

SOCIAL WORKER

COMPUTER PROGRAMMER X

NURSE'S AIDE

GENERAL LABORER

TRUCK DR WER X

PARK ATTENDANT

MACHINE OPERATOR

ELECTRONICS TECHNICIAN X

NURSE X
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Display 54.

FRE-EMPLOYMENT SKILLS COMPETENCY
ASSESSMENT OF APPLICATION AND KNOWLEDGE OF JOB SOURCES SKILLS

ticipant ContractoT Acalanes Union High School District

Rater Program 8% SELPAs Project

INSTRUCTIONS: Place a check in the appropriate column.

A.

RATING CRITERIA

JOB APPLICATION SKILL

RATING
Pre
Test

Post
Test

Yes No Yes No
. Information has been placed on the correct lines (maximum

2 errors)--may be waived wben information is dictated or
given orally

. All information items have been completed or N/A used
(maximum 2 incompletions)

. All words have been spelled correctly maximum 3
misspelled words)--may be waived for youth with dyslexia
or when information is dictated or :iven orall

' Application has been filled out neatly maximum
2,crossouts)--Imay be waived when information is dictated
or ail/morally

. Form of response is printed in ink or typed

Job history is in specificed order (i.e., most recent
job first, etc.)

. Application has been signed by applicent--this may be
waived when applicant is OhTeically unable to sign the
application

8. Information is procedurally accurate (WiiTect information
is an the applicatioq)

B. KNOWLEDGE OF JOB SOURCES
Seven job sources have been identified

PROGRAM ENTRY COMPETENCY ASSESSMENT

Has job application competency:

Yes No
Date Assessed

Has knolwege of job sources:

Yes No
Date Assessed

PROGRAM EXIT COMPETENCY ASSESSMENT

Attained job application competency:

Yes No N/A
'Date Assessed

Attained knowledge of job sources:

Yee No N/A
Date Assessed

STANDARDS: Participant must receive -Yes on ell 8 application crTie=Zas applicablerE3-
attain job application competency.

Participant must receive "Yes" on job sources criteria to attain job sources
competency.

PAB #27-85 9-17-85
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PRE-EMPLOYMENT SKILLS COMPETENCY

TEST OF JOB SOURCES

Participant Date

Contractor Acalanes Union High School District Program 8% SELPAs Project

Please list seven job sources (places where you could find out about a job
opening).

1.

2.

3.

4.

5.

6.

7.

FOR OFFICE USE ONLY

Circle One: Pre Test; Post Test

PAB #27-85
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PRE-EMPLOYMENT SKILLS COMPETENCY

LIST IF APPROVED JOB SOURCES

1. HELP WANTED ADS IN NEWSPAPERS

2. TELEPHONE DIRECTORIES (YELLOW PAGES)

3. FRIENDS OR RELATIVES

4. CHAMBER OF COMMERCE

5. BETTER BUSINESS ASSOCIATION

6. INTERDENOMINATIONAL CHURCH COUNCIL

7. EMPLOYMENT DEVELOPMENT DEPARTMENT

8. PRIVATE EMPLOYMENT AGENCIES

9. BETTER BUSINESS BUREAU

10. BUSINESS ESTABLISHMENTS

a. SIGNS IN WINDOWS

b. SOME FACTORIES HAVE HELP WANTED BILLBOARDS
OR BULLETIN BOARDS LOCATED OUTSIDE

11. MANUFACTURER'S DIRECTORIES

12. OBSERVE CONSTRUCTION AREAS

13. CIVIL SERVICE ANNOUNCEMENTS (USUALLY LOCATED IN POST OFFICES,
LIBRARIES AND EDD)

14. SCHOOL AND COLLEGE PLACEMENT SERVICES

15. PROFESSIONAL STAFF MEMBERS IN REHABILITATION FACILITIES

16. VOCATIONAL TEACHERS

17. REHABILITATION COUNSELORS

FOR USE IN ALL PY '85 PROGRAMS

PAB #27-85 9-17-85
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PRE-EMPLOYMENT sKrus COMPETENCY

INTERVIEW QUESTIONS

1. Tell me about yourself.

2. Why do you think you would like to come into our program?

3. What jobs have you held, how were they obtained, and why did you leave?

4. What do you know about this program?

5. Why do you think you would like this particular type of job/training?

6. What are your special abilities?

7. What kind of work interests you?

8. Have you ever had your driver's license revoked?

9. Why should we put YOU in this training program, rather than someone else?

10. Have you ever been fired from a job?

11. What do you like best/least about your last job?

12. What is your strongest qualification for a job?

13. What do you plan to do or earn five or ten years from now?

14. What would you do if your boss asked you to do something in 15 minutes. and
you knew you couldn't get it done in that amount of time?

FOR USE IN THE PY '84 ADULT AND YOUTH, TEPY, SYETP AND 8% SELPAS PROGRAMS

PAB #27-85
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ME-EMPLOYMENT SKILLS COMPETENCY
ASSESSMENT OF INTERVIEW SKILLS

rticipant Contractor Acalanea Union High School District

Rater Program SX SELPAa Project

INSTRUCTIONS: Place a check in the appropriate column.

RATING CRITERIA

RATING
Pre
Test

Post
Test

Yes No Yes No
1. Was well groomed

2. Was appropriately dressed

37-755E-interview with a friendly greeting

4. Responses were not closed-ended/volunteered infbrmation
_

5. Stated relevant qualification* or experience

6. Avoided mentioning personal weaknesses or making negative
statements (except disabilities)

7. Asked appropriate and relevant questione about working/training
conditions

IL Expressed self clearly
r )

, - .

Sill Showed interest and enthusiasm

10. Was knowledgeable about the program
--

11. Emphasized what he/she had to offer the work world-rather than
what the program had to offer him/her (except disabilities)

12. Presented a self-confident image

13. Used appropriate grammar

14. Maintained good eye contact with the interviewer

15. Avoided annoying mannerisms

16. Exited interview in a friendly manner and a thank-you

PROGRAM ENTRY COMPETENCY ASSESSMENT

Has interview competency:

Yes No

Date Assessed

PROGRAM EXIT COMPETENCY ASSESSMENT

Attained interview competency:

Yes No N/A

Date Assessed

STANDARD: Participant must receive "Yes" on 12 of the 16 criteria, including Criteria
fl and f2 to attain interview skills competency.

PAB #27-85 9-17-85
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Display 55.

PAICICIPANT:

PROGRAM:

Date:

JOB SEEKING PLAN G9ECMIST

Rater:

CAME:

ESN:

TRACI%

INSITUCTIONS: PLACZ A CIECi (4) IN 'ME APPRCPRIFECE =INN.

RATING CRITERIA RATING

Y q r 1 e

. Identifies the t- f 'CiD to be Pursued

. Identifies at least two (2) employers cd the identified type
of job

. Identifies the following information on each employer:
A. Name
B. Amdress zip code Included
C. Telephone Number (area code included)

AT- of business (e.g., retall.sales, construction)
E. ification reoulrements for identified ob
P. Ancroximate entry le
G. How to obtain an atallcation
H. To whom the molioation is submitted

. On the basis of a comoarLson of the employers, participant
identifies the emolover of Personal preference

. Justifies the choice of Preferred employer

. Identifies at least two (2) relevant job-reLated questions
to be asked of the employer dur - a 4ob-seekino interview

. Identifies at least two (2) perscaal qualifications for the
job to be emphasized during the lob-seeking interview

. Has a realistic assessment of the probability that job will be
obtained

. Identifies a strategy for follow-up after the application
is submitted

CBDOK zr AIL rTDIS ARE RAZED YES p

Baltimoe Metropolitan Manpower Consortium 5/84
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PAZZICIPANT:

PROGRAM:

Date:

=rims SD

C2CLE:

Rater:

INSLRLICTIONS: PUCE A CR= (q ) IN 11ECE APPRCERIATE COILIMN.

Rating Criteria
Re'ng

Blind
Yes

Letter
No

Resplopse

las
Lette.

No

. Overall format of letter is correct

2. All words have been smiled correctly

3. Letter is neat (no crosscuts)

4. Intent of letter is clear to recipient

S. Desire for interview is evident

6. Information relevant to desired job is gi

7. Letter has been sicned by sender

amac IF Au, ITEMS ARE RATED YES El71

Baltimore Metropolitan Manpower Consortium 5/84
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The Vocational Exploration Demonstration Project (VEDP) was run by the National
Alliance of Business in cooperation with St. Louis University Center for Urban Programs
and the U.S. Department of Labor's Office of Youth Programs. VEDP, which taught pre-

employment skills in a competency-based format, had an extremely proficient measure-

ment system as complete as any manual process has ever been.

This system told the user the following:

o intention of the benchmark (what) and purpose of form (why)

o measurement procedures, including curriculum prerequisites (who measures
whom, when, where, and how)

o recording procedure (how, when, what)

o form transmittal process (who gets copies, when they are sent, and the need for

a completeness check)

o scoring procedures (who and how, baseline scores, and transfer to master form).

The basic concepts and formats developed in VEDP are currently in use by dozens and

dozens of SDAs nationwide. Display 56 provides an example of VEDP's measurement
approach for the career/occupational choice process. (See Display 56.)

The Florida State Department of Education has done some excellent work in the area of

employability skills, including the publication of the July, 1979, Employability Skills
Series. Display 57 presents a segment on measurement of job changing capabilities, which
is contained in the "Job Changes" booklet from the aforementioned series. Related
instructional materials are presented later in this chapter. (See Display 57.)

There are some formal job seeking measurement instruments that have been widely used

with good effect. The Program for Assessing Youth Employment Skills (PAYES) contains

a battery of seven tests designed specifically for use with disadvantaged youth. It

consists of three separate booklets. The first contains three attitudinal measures; the
second, three cognitive measures; and the third, a vocational interest inventory. Job

keeping skills, attitude toward supervision, and self confidence are the three major
attitude areas covered. Cognitive measures of job knowledge, job seeking, and practical
reasoning are also covered. The measures are designed for adolescents and young adults
with low verbal skills; pictures help to clarify many of the questions presented. PAYES is

published by the Cambridge Book Company.

Text continues on page 265
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Display 56.

CAREER/OCCUPATIONAL CHOICE PROCESS FORM A-2

. INTENT OF SUBSTANCE AND FORM

1. Purpose of Benchmark: the fifteen (15) tasks indentified in this coMpetency
area constitute the essential steps for demonstrating: (a) an understanding
of.the existence, organization and location of career/occupational informa-
tion; (b) skills for accessing this information; and (c) application of the
knowledge of the career/occupational choice process.

Design of Form: to provide the assessor with a set of standard assessment
criteria which can be utilized to verify that the participant has accom-
plished 100% of the tasks involved in this process.

. ASSESSMENT PROCESS:7---------1

1. Curriculum Prerequisites: appropriate core curriculum units must be delivered
prior to this assessment by checklisting.

2. When Assessed: Form A-2 required the entry of data at the completion of var-
ious curriculum units, thus, the form is used to record the accomplishment
of the tasks in conjunction with the appropriate curriculum unit.

3. Assessor: on an assessment item-by-item basis, the staff person responsible
for delivering the specific curriculum unit corresponding to the respective
assessment criteria items, thus, due to the nature of Form A-2, there will
probably not be a single assessor but rather a series of assessors.

4. How Assessed: the fifteen (15) tasks composing the standard rating criteria
(as described in the "User's Guide") are completed on an individual basis
as documentation is submitted by the participant.

5. Where Assessed: assessments should occur in the location where the appropri-
ate curriculum units are delivered.

. RECORDING PROCEDURE:

1. How to Record: ratings are to be recorded by placing a check (w) in the
appropriate column (check "yes" if documentation satisfies the criteria in
the "User's Guide", or "no" if the documentation does not satisfy the
criteria). Ratings are to be recorded on an item-by-item basis as they
occur.

2. When to Record: ratings are to be recorded immediately after the assessment
of the documentation per individual item.
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CAREER/OCCUPATIONAL CHOICE PROCESS FORM A-2

. FORK TRANWAITTAL

1. 9ho Gets Copies': the original and two (2) copies of Form A-2 must be returned
to the Master Form Recording Clerk. On a day-to-day basis prior to comple-
tion of 100% of the assessment items, this form is to be kept in a file
containing all the A-2 forms for a component by the Master Form Recording
Clerk. After the form is completed, the original will be forwarded to SLU/
CUP and one (1) copy will be placed in the "A-2" file folder for each com-
ponent. The additional copy will be placed in each participants' individ-
ual file folders.

Completeness Cheek: since the possibility that several assessors will be
involved in the completion of this form, in conjunction with the fact that
the form will be maintained in a central location by the Master Form
Recording Clerk, the Master Form Recording Clerk will be responsible for
assuring that all items have been completed, and will contact the staff
person responsible for delivering the curriculum units related to items
without ratings. MISSING DATA ARE NOT ALLOWED. In addition to the parti-
cipant data at the top of the form, each item must be checked "yes" or
"no", or have an asterisk (*) indicating a note at the bottom of the form
explaining the absence of a rating (e.g., "never completed" or "item
omitted").

. When Transmitted: the original and two (2) copies of Form A-2 must be de-
livered to the Master Form Recording Clerk immediately upon completion of
the final assessment item. .For most participants the transmission will
occur after the completion of item number 15.

SCORING PROCEDURES

1. Who Scores: determination of the results for Form A-2 will be accomplished by
the Master Form Recording Clerk.

2. Bow to Score: the Master Form Recording Clerk is to place a check (v) in the
rating box in the lower, right-hand corner of the form if 100% of fifteen
(15) items are rated "yes".

3. 'Simians Score: as a dichotomous scoring process, 100% of all standard assess-
ment criteria items must be checked "yes" in order to receive the bench-
mark.

4. Transfer to Master Form: once the scoring is concluded, the Master Form
Recording Clerk will check 401 either "yes", "no", or "never attempted"
under the "Benchmark Achieved" column of the Form A-2 line of the "Master
Benchmark Acquisition Form".
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CAREER/OCCUPATIONAL PROCESS CHECKLIST FORM A-2

PARTICIPANT

ATE

SITE COMPONENT

PARTICIPANT'S COUNSELOR RATER

ENSTRUCTIONS: PLACE A CHECK ( ) IN THE APPROPRIATE COLUMN.

RATING CRITERIA RATING

1. Identified a specific career field based on the results of a job-related
interest inventory

2. Identified three.(3) occupations located in the tbove field

3. Identified the responsibilities and duties of the three occppations
4. Identified the training and educational resources appropriate for the three

occupations
.

5. Completed a comparison of the training and educational resources based on
entrance reqpirements, cost, and length of program

6. Completed a self-assessment of employment-related personal strengths and
weaknesses

.

7. Developed a list of questions to be asked of an employer
8. Obtained from one (1) employer, a description of the training, experience,

responsibilities tnd duties of one (1) of the occupations

9. Identified the steps for advancement for one occupation

10. Identified the limitations for advancement

11. Identified the current salary range for the occupation

12. Identified the types of employers that hire individuals at the entry level
13. Completed a coMparison of the'ddvantages and disadvantages of being employed

by two (2) typos of employers
14. Completed a comparison of the participant's abilities to the duties and

responsibilities of one of the occupations

,

15. Completed a labor-market survey concerning the degree of competition for
jobs in three (3) occupations

CHECK IF ALL ITEMS ARE RATED YES

LU/CUP VEDP FORM A-2
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CARitERACCUPATIONAL CHOICE PROCESS

USER'S GOMIDE
POEM A-2

ITEM
NO. ITEM INFORMATION AND OR INSTRUCTIONS

1 Participant has submitted to counselor, documentation of desired career
field, based on results of job related interest inventory made through the
use.of "local career information systems", "Self Directed Search" or the
"Job-0" which meets Core Curriculum performance standards. Youth met
with counselor and a one-on-one interpretation was conducted, based on
results of the completed interest inventory.

2 Participant has submitted to counselor, documentation of the identification
of three (3) occupations located in the specific career field identified
through the interest inventory. Documentation can include information from
occupational briefs, resources such as the D.O.T. or the Encyclopedia of
Careers, and Core Curriculum information, "Career/Occupational
Information Resource Materials".

3 Participant has submitted to counselor, documentation of identified
responsibilities and duties of three (3) occupations based on Core "C"
Curriculum activities, "Guidelines for Information Interviewing" and
"Examples of Informational Questions".

4 Participant has submitted to counselor, documentation of identified training
and educational resources appropriate for the three (3) occupations, based
on Core Curriculum activit "Individual Job Explorations",

Participant has submitted to counselor, a completed comparison of the
training and educational resources/programs necessary for the three (3)
identified occupations which includes information on the program's entrance
requirements, cost, and length. The comparison will be based on information .

obtained through the completion of Core Curriculum activity, "Individual

Job Exploration".

6 Participant has submitted to counselor, documentation of identified
abilities, skills and occupational interests through the use of activities,
"Things I Am Proud Of" and "Achievements".

7 Participant has submitted to counselor, a list of questions to be asked of
an employer, based cm Core Curriculum activity "Examples of Information
Questions".

8 Participant has submitted to counselor, a description of the training,
experience, responsibilities and duties of one (1) occupation, based on
information obtained through the completion Core Curriculum activity
"Making Direct Contact With A Company".

Participant has submitted documentation of the identified steps for
advancement in one (1) occupation, through completion of Core Curriculum
activities, "Becoming A Valuable Employee" and "What About Advancement".
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CSESER/OCCUPATIONAL CHOICE PROCESS
USER'S GUIDE

PORK 1r.2

ITEM
NO. ITEM INFORMATION AND/OR INSTRUCTIONS

10 Participant has submitted to counselor, documentation of the identified
limitations for advancement, based on information received in Core
Curriculum activities, "Becoming a Valuable Employee" and "What About
Advancement".

11 Participant has submitted to counselor, an identification of the current
salary range for an occupation, based on information received in the Core

Curriculum section "Compensation".

12 Participation submitted to counselor, documentation of complted listings
of employers who hire indiviauals at the entry level, based on Core
Curriculum activities, "Career Clusters and Information Sources" and
"Identification of Jobs and Businesses in the Local Labor Market That Are
Examples of Each of the Career Clusters".

13 Participant has submitted to counselor, a completed comparison of the
advantages and disadvantages of being employed by two (2) types of
employers. The comparison will be based on Core Curriculum information
including, "TO Identify Job Characteristics Which Determine The Degree To
Which Any Job Can Be Satsifying" and "To Classify Jobs According to the
De ee to Which the Enrollee's Job Interests Match Job Satisfaction".

14 Participant has related Abilities and skills to occupational interests and
has sdbmitted documentation to the counselor through the use of activities,
"Skills Discovery" and "Abilities Inventory".

15 Participant has submitted to counselor, documentation of a completed labor
market survey Which identifies the degree of competition for jobs in three
(3) specific occupations, based on information received in Core
Curriculum activities "Career Clusters and Information Sources" and
"Identification of Jobs and Businesses in the Local Labor Market That Are
Example of Each of the Career Clusters".



Display 57.

How to Measure Student Performance
Performance Test Answer Key
and Objective

The complete form of the performance ob-
jective is listed below. It* includes a per-
formance checklist, which is identical to
the one in the student booklet, and it con-
tains the requirements for achievement of
the objective as taught in the unit. The
objective and its checklist thus serve as
an answer key. Every item on the checkliat
must be correct for the student to pass
the objective.

If you require the student to meet addi-
tional or more difficult criteria, further in-
struction is necessary. For example, a
business education teacher who requires
the students to type a letter of resignation
in a particular typing style should instruct
the students in that style.

Objective 5

Given the materials and requirements for
a letter of resignation, the student must
write a lette: of resignation that meets all
of the criteria in the checklist below.

Performance Checklist

FORM

Your complete address, date in upper
right corner
Name and address of employer,
spelled correctly
Dear Ms. Grey: [including colon (:)]
Sincerely, [spelled correctly and
including comma (,)]
Your signature [handwritten in ink]
Your typed name [if letter is typed]

CONTENT

Says that you are resigning
Says why you are resigning
Says when you are leaving
Says something good about having had
the job
Thanks your employer for the

APPEARANCE

On plain white paper, regular size
Typed, or written in blue or black ink
Neat
Correct spelling and grammar

2 75
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Unit Test Ananksv Key
and Objectbe..si

The ),"ull stateo4re, of each knowledge ob-
jective is lipt7,e below. The objective
describes the test question asked of the
student, the correct answers, and the
standard required for passing the objec-
tive. Since the obit- inciu es the cor-
rect answers, the \les also serve as
the answer key. )rms of the unit
test use the same a, ..ar key.

This is an example of how a knowledge
objective it used to scbre a unit test item.

EXAMPLE OF SCORING (Objective 3)

The order of the test questions on the
unit test is scrambled, but each is
labeled with its objective nua0)er to
make it easy to find the correct
answer in this answer key.

If you change the instruction in a way
that changes these correct answers,
you should also change the answer
key before scoring the tests. If you
omit any objective from the instruc-
tion, also omit the questions for that
objective from the unit test.

When asked to list four good reasons for
resigning, the student must respond with
at least three of the following:

better Job somewhere else

the job changes

you change

dead-end job

If the student's response includes at least
three from this list (the standard set in
this particular objective), his/her answer
is counted as correct, and s(he) gets one
point for this question. If the student's
response includes fewer than three from
this list, his/her answer is incorrect, and
s(he) gets zero points for this question.

What should be done if the student gives
an answer that sounds reasonable, but is
not on the approved list? In that case,
decide whether that response should be
added to the list of acceptable answers
for your class. If so, all students'
responses should be graded on the basis
of the amended list.

Before administering the test, you
should set the passing score for your
students. In field testing, the passing
score on the unit test was set at 80
percent. For this particular unit,
students had to answer five out of six
questions correctly to receive a pass-
ing score of at least 80 percent. Each
question was scored correct if the
answer met the standard, and incor-
rect if it did not; no partial credit was
given.
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Oblec tive 1
Wheil asked to list five qualities that
an employer considers when deciding
whether an employee is qualified for a
promotion, the student must list at least
four of the foltowing:

training
experience
ability to get along with others
leadership ability
work habits
quality of work
amount of work
competitionhow you compare to
other qualified applicants.

Objective 2
When asked to list the four steps in a pro-
motion plan, the student must list at least
three of the following:

Find out whether ',mere is a job you
would like to be promoted to.
Know the qualifications for the job.
Find out whether you have the
qualifications.
Do what is necessary to qualify for
the job.

Objective 3
When asked to write the four good
reasons for resigning, .the student must
respnnd by writing at least three of the
following:

better job somewhere else
your job changes
you change
dead-end job

262

Objective 4
When asked to list five rules (do's and
don'ts) for resigning, the student must list
at least four of the following:

Do try to solve the problem without
resigning.
Do give your employer at least two
weeks' notice.
Do resign politely and in person.
Do write a letter of resignation.
Don't resign until you have another
job.
Don't tell anyone where you work
that you are job hunting.
Don't criticize your old Job when you
apply for a new job.

Objective 6
When asked to write four disadvantages
to consider when thinking about chang-
ing careers, the student must write at
least three of the following:

extra training
less pay
moving
loss of investment

Objective 7
When asked to list the four steps to take
after losing a job, the student must re-
spond by writing at least three of the
following:

Find out why you lost your job.
Find out what benefits you have
coming.
Decide what Job you want next.
Begin a new job search.
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Unit Test: Form A
(Employability Skills: Job Changes)

Name

Date

Fl Illn the blanks.

1. (Objective 3) What are four good reasons for resigning from a job?

*1

2

3

4

2. (Objective 7) Alice has just lost her job. What four steps should she take now?

1

2

3

4

3. (Objective 4) What are five rules (do's and don'ts) for resigning from a job?

1

2

3

4

5

263

278



4. (Object lye 2) John wants to follow a plan for getting a promotion. What are the four
steps he should follow in his promotion plan? Try to write the steps in the ord F
that he should follow them.

1

2

3

4

5. (Object lve 1) Ms. Higgins is thinking about promoting John. What are five qualities
she should consider to help her deciue if John is qualified for a promotion?

1

2

3

4

5

6. (Objective 6) Roger is thinking about changing his career. What are four
disadvantages he should think about before making his decision?

1

2

3

4

2 79
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The Comprehensive Occupational Assessment and Training System (COATS) is for
employment and training prPmm participants. It has four components: (a) job
matching matches person aEal preferences, experiences, and abilities to employment
and/or training opportunities; (b) employability attitudes compares person's work values
with employer's work values; (c) work sample contains 26 work samples, such as
masonry, nutrition, real estate; and, (d) living skills assesses literacy skills and
knowledge. Each part can be used separately. COATS is available from PREP, Inc.

Contained in the appendix for this chapter are a number of different pre-employment
measurement formats which are all concerned with interviewing. Also included is a total
unit on personal finances containing measurement, learning, and tracking materials.

Measvring Maturity

Much uncertainty and controversy surround the assessment and evaluation of work
maturity competencies. As young people first enter the program, what is an appropriate
way to determine their needs? Far and away the best procedure is through performance
onsite for a week. However, some programs can't afford this (although it could be said
that they can't afford not to assess young people in such a fashion). In the "Kansas
Model," if a youth was previously employed, the prior employer is contacted and asked to
rate the youth on work maturity competencies: Need is then determined from theso
ratings. In Kansas, if the enrollee has not been previously employed, it is assumed
he/she requires assistance. Localities will have to decide if such a proceduve
appropriate for their own situations. It is probably best to work with a numbe:
different considerations.

The potential factors involved in determining need in job kemirrz_coiliti,'s a. . he time
of_program enta_a_re:

o status unemployed, never worked, fired from a job within 180 days is evidence
of negative or non-existent work habits

o history reports and ratings from former teachers, employers, trainers, SYETP
or other project worksite supervisors on prior actions indicate deftrdtP problems
which must be remedied

o proxy representation bad manners, suriy attitude, inappropriate behavior
during regular intake show poor working prospects

2S0
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o simulated situation at project site during admission inability to finish a
structured assignment like putting forms into either a folder or three ring binder
as directed points to lack of task completion and instruction following capacities

o actual demonstration at site in the community unacceptable performance in
real world situation serves as proof of need fo issistance.

Figure 24 presents an interesting approach to work maturity assessment. Section A
incorporates the first four factors discussed above, and occurs prior to site assignment.
Section B encompasses the fifth factor, and is conducted subsequent to site assignment.
In both cases, the process goes beyond using cognitive deficit to represent affective
performance. Verifying facts not immediately ascertainable must also occur.

Setting, time, and format are elements that affect the measurement of work maturity
competencies. Present thinking is split on whether or not work maturity should be
measured in a classroom, on a jobsite, or both. Purists hold tly, t any measurement
conducted away from a place of work is done out of context. Others say that if a young
person comes to class on time, stays as required, wears appropriate clothing, acts ir
accordance with posted rules, completes assignments as asked, and relates well to
instructors and other youth, then he/she will be able to transfer these sork maturity skills
to a job, especially since the job pays and the class does not. The more enlightened
thinking entails utilization of both classroom and worksite to foster progress in acquisition
of job keeping capabilities.

Purists maintain that pre and post measurement should be conducted at partict.kr ;:x)ints
in the program and cover set timeframes. Others assert that latitude and flexibility are
the guideposts. Although the length may vary, it is hard to find anyone wk.0 would
disagree with the following proposition:

"Determination of achievement in work maturity competencies should
be measured over a period of time encompassing at least ten consecu-
tive working days."

Many people say that the minimum duration over which to demonstrate gain in job keeping
should be at least 20 days, with performance either rated daily or scored cumulatively.

Most pe.,ple contend that a paper/pencil test showing knowledge of positive work habits,
attitudes, and behavior is no substitute for young persons demonstrating their work
maturity proficiencies through real world performance. The rationale is that the "proof is
in the showing, not the knowing."
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Figure 24.
Work Maturity Assessment Format

In order for a youth to be considered in need of assistance in work maturity, he/she must
meet three (3) criteria in section A or three (3) criteria in section B of this document.

Section A. Intake (prior to participation in activities)

1. Has not worked full-time for at least 90 calendar days with one employer
(excluding government funded programs).

2. Does not provide a written recommendation from a previous employer.

3. Has been fired from at least one job.
4. Is late for intake appointment and/or interview without acceptable excuse.
5. Fails to arrive for intake appointment and/or interview without acceptable

excuse.

6. Behaves improperly or disruptively during intake/interview process.

7. Does not dress appropriately for intake appointment and/or interview.
8. Acts discourteously or uncooperatively during intake/interview process.
9. Exhibits inability to fulfill requirements or finish tasks during

intake/interview process.
TOTAL (3 required for determination of need for assistance.)

Comments:

Section B. On site (while participating in activities)

1. Is late more than twice during first two weeks at site without acceptable
excuse.

2. Fails to arrive/stay more than once during first two weeks at site without an
acceptable excuse.

3. Behaves improperly or disruptively during first two weeks at site.

4. Does not dress appropriately during first two weeks at site.
5. Acts cEscourteously or uncooperatively during first two weeks at site.

6. Exhibits inability to fulfill requirements or finish tasks during first two
weeks at site.

TOTAL (3 required for determination of need for assistance)

MInIONIO

maa

Comments:

Note: I. substantiate particular deficiencies in specific competencies, numbers
4.-9. in Section A. ard 1.-6. in Section B. must be checked as appropriate.

* * *
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Most work maturity measurement schemes are subject to the criticism of not being
consistent. Each locality should be aware of this and take appropriate steps. An SDA
should develop a mechanlam to carefully select and consistently train individuals who
rate/score enrollee performance intake workers, project staff, instructors, site person:
nel, and community volunteer& Such preparation might include simulations, role plays,
feedback, and critiques, as well as written procedural guidelines for assessment and
evaluation. Measurement instruments should be field tested. Inter-rater reliability
checks should be conducted. This would enhance comparability among scorers and effect
credible findings more useful to participants. Prospects for predictive validity are
thereby improved so that work maturity competencies ratings at one site may be taken as
indicative of similar performance at the next.

Due to scarce resources, it is always efficient to get the most out of any situation. The
West Central Wisconsin Private Industry Council does this through its time report, which
also doubles as a format for interval progress checking, as can be seen in Display 58.

The work maturity formats presented in Displays 59 through 62 are included because of
tknir quality, variety, or particular focal point. Display 59 contains the Employer's
Performance Appraisal developed for the City of Los Angeles by Brandeis University. The
reasons for its inclusion are self evident. Display 60 is from the Balance of Oakland
County (Michigan) SDA. The definitions arl detailed and clear, quantification is
accounted for, and instructions are pertinent. Display 61 from the Southern Nevada
Employment and Training Program is concise, well defined, and has an interesting rating
scale. Items in Displays 60 and 61 show that "satisfaction of the instructor" is all right as
long as this notion can be quantified. When the rating becomes something between 1-5,
for example, parameters can be applied to the meaning, and the idea is not so vague.
Display 62 from the Contra Costa County (California) Private Industry Council reinforces
quite well the idea of pre and post measurement for job keeping competencies. Additional

formats from Baltimore, the Genesee/Shiawassee (Michigan) SDA, and the Dayton/Mont-
gomery County (Ohio) Boards of Education are contained in the appendix section keyed to
this chapter. (See Displays 59, 60, 61, and 62.)

Display 63 presents measurement procedures used in determining whether classroom-
taught work maturity competencies, like performing tasks responsibly, observing safety
rules, and following directions, were, in fact, learned. This material is from "Good
Work!", part of the Florida State Department of Education's Employability Skills Series
published in July, 1979. Related instructional materials are pr,sented later in this
chapter. For best results, acquisition of these job seeking capabilities should be
reinforced by an onsite experience. (See Display 63.)
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INSTRUCTIONS FOR COMPLETION OF TIME REPORT
The intent ef this form is to act as a time sheet, evaluation form and authorization for support for participants in job Training
Partnership Act programs.

Supervisor
Enter actual hours worked for each day eince attendance
and punctuality is most important. Deduct .1 hours for
each six minutes late. (e.g. An employee scheduled 4
hours but is 12 minutes late would be paid for 3.8 hours.)
As this is our main method of determining reliability, It
is important to Indicate when workers are late or absent.
It is illegal to pay workers for time not worked. By sign-
Ing their time sheet, you are authorizing payment for
hours worked.

PIC Field Staff
Must fill In the information on Employee Name, Program,
Social Security Number, Pay Period Dates and Work
Schedule. (Note: if schedule varies, enter variable In Daily
Scheduled Time Area, but enter Authorized Scheduled
Time Total from the pay period.)

The Attendance Rating will be calculated In the PIC office to keep an ongoing measure of the reliability of the worker. Paid
Time divided by Scheduled Time will result in an Attendance Rating (e.g. worked 20 hours and scheduled 24 hours ii,dicates
4 hours absent 20/24 i= 83% attendance).

Work Evaluation
This is an opportunity for the supervisor to indicate how the employee performed In each of eight basic skill areas. Tha super-
visor should indicate if performance was "Acceptable" or "In Need of Improvement". Please explain tho areas where improve-
ment is needed so the worker knows what needs to be Improved. Also indicate areas of exceptional performance. These ratings
are necessary to assist the worker in developing basic skills or documenting that he or she already possess such skills.

The rating will be calculated by PIC staff as the percentage of acceptable performance. It will be aced to determine progress.

Signature
The supervisor must sign to verify the hours worked and authorize payment.

The employee must sign to acknowledge working those hours and to acknowledge awareness of the work evaluation.

Training Verification
Regulation:: require that individuals employed in co. wined Work and Training Programs must verify their attendance in re-
quired classroom training in order to be allowed to participate in the paid work component.

Individuals receiving support service payments must verify attendance In required classes to obtain support services.

Individuals in Work/Training Programs will have subsequent work schedules reduced for failure to attend required classes.

Individuals rece.ving support during training may only receive payment if attending. Authorked Payments will be based on
the percentage of attendance. (e.g. If you are scheduled in classes for 20 hours and attend only 18, you will receive 80% of
your authorized support payment.) This calculation will be completed by the PIC finance office.

Participantiworker - You are responsible for obtaining the required signature(s) of classroom instructors.

Supervisors - Please release time sheets to the worker in order to allow proper signatures to be obtained.

Instructor - Please indicate the actual attendance of the participant and sign where Indicated.

Distribution
All copies of the Time Report should be returned to the address in the upper left hand corner of the Report. Time Reports
must be submitted promptly to avoid delays in payment.

Copies of the Time Report will be returned to:

White Central File
Canary - Supervisor
Pin - Participant
Gold Field Office File

PIC staff should complete all necessary shaded areas on the Time Report upon assignment.to a Work or Training Program.
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Display 59.

City of Los Angeles

Pilot Youth Competency System

EMPLOYER'S PERFORMANCE APPVAISAL

NAME OF TRAINEE:

JOB TITLE/OR DUTIES PERFORMED:

REPORT PERIOD: FROM TO

EMPLOYER/FIRM:

NAME OF WORESITE SUPERVISOR:

NAME OF SENDING AGENCY (CHO)):

PURPOSE OF PERFORMANCE APPRAISAL AND BEROMARKING

The PRIVATE INDUSTRY COUNCIL OF THE CITY OF LOS ANGELES, working
with employers and other professionals in the employment and
training business, has stablished a set of ACHIEVEMENT STANDARDS
or WORE MATURITY BENCHMARKS, for all participants enrollod in
employeent training programs under the Job Training Part -ship
Act.

As a WORKSITE SUPERVISOR, for one or more trainees, you are an
important PARTNER in the job preparatory program. Your candid
a 00000 ment of the individuals on-the-iob skills, attitudes and
behavior.will officially help determine their readiness to enter
the competitive labor market.

INSTRUCTIONS

For each skill, attitude or behavior listed in the following
section, Place an (x) mark above the phrase that most nearly
describes the person under your supervision.

This is an important way to let the trainees know how they measure
up. Consider it a "score card" to be completed by the worksite
supervisor and reviewed with the trainee regularly. A "score"
of 3, or better is required for employability certification.
The original form :atilt be maintained in the official program file.

.17117,74171771762700121 AID NAMITO
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Display 00.

Benchmark
Number

1

01.

Youth Competencies System Work Maturity Skills
Benchmarks and indicators

Element

Attendance
Benchmark

Given an eight week work period, the participant who is not in
school on a full time basis will have no more than three unexcused
absences during the final six weeks. Given a sixteen week work
period, the participant will have no more than six unexcused
absences during the final twelve weeks. The supervisor, alone, will
document on the final evaluation form the extent to which the
participant has derived and demonstrated this benchmark.

2 Given an eight week work period, the participant who is not in
school on a full time basis will not be tardy more than five times.
Given a sixteen week work period, a youth who is in school on a full
time basis will not be tardy more than ten times. The supervisor,
alone, will document on the final evaluation form the extent to
which the participant has derived and demonstrated this
benchmark.

3 Given an eight (sixteen) week work pr:riod, the participant will
demonstrate good grooming and hygiene and the ability to dress
according to the job to be performed, to the supervisor's
satisfaction, as documented in final evaluation form completed by
the supervisor.

4 Given oral instructions for a work assignment, the participant will
complete the assignment as instructed and within the time frame
specified if a time limit was given, to the supervisor's satisfaction.

5 Given work assignments, the participant will accurately complete
the assignments to the supervisor's satisfaction, as documented in
final evaluation form completed by the supervisor.

6 Given work assignments and instructions, the participant will
complete all tasks in accord with the instructions provided, as
documented in final evaluation form completed by the supervisor.
Given work assignments, the participant will demonstrate that
he/she can follow directions, complete work on time, as specified,
without close supervision, to the supervisor's satisfaction, as
documented in final evaluation form completed by the supervisor.

8 Given work assignments which require giving or receiving
assistance, the participant will demonstrate ability to work with
co-workers, to the supervisor's satisfaction, as documented in final
evaluation form completed by the supervisor.

9 Given an eight (sixteen) week work period, the participant will
demonstrate acceptable behavior, to the supervisor's satisfaction,
as documented in a final checklist completed by the supervisor.

Objective information for attendance and punctuality is collected. In addition, a youth must be
rated "3" or better for all nine categories on the accompanying form to be certified as
competent.

Punctuality

Grooming/
Hygiene

Following
Directions

Quality
of Work

Work
Quantity

Dependcfoility

Working
Relationships

Personal
Behavior.
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BALANCE OF OAKLAND COUNTY mama DELIVERY AREA

WORK MATURITY (WORK EXPERIENCE) BENCHMARKS

SUPERVISOR/EVALUATOR CHECKLIST MR ASIESSING BPACHMAIUC ATTAMEIES

SUEGRANTEE PROJECT

WORKSITE TIME PERIOD

PARTICIPANT SUPERVISOR

o RATING OF WORK MATURITY SKILLS Poor
(circle ratingeach factor)s

I. Attendance I

2. Punctuality I

3. Grooming/Hyglene I
o pwficipant dresses appropriately for the Iob (no shale, halters, etc)
o hair groomed neatly and appropriately .
o beard/masstache trimmed neatly, U applicable
o demonstrates good hygiene

4. Following Directions 1

o participant exhibits a positive attitude
o instructions followed correctly
o asks questions, U necessary
o task completed within specified timeframe

3. Quality of Work I
o completod work neat and accurate
o errors ware corrected; o instructions followed

6. Work Quantity I
o all assigned work completed) o quantity of work completed in

accordance with the instructions given

7. Dependability 1

o instructions followed
o work completed in timely and efficient meaner
o initiative demonstrated in completing a task
o U minimal instructions were glven, participant used good Judgement

in completing the task
o work assignments completed without constant supervision

I. Working Relationships 1

o gives help to co-worker, U requested
o readily asks for help from co-workers
o shows a poaltive attitude when working with co-workers

9. Personal Behavior 1
o cooperative
o friendly
o readily accepts work
o willing to listen to new ideas

COMPLETE THIS SECTION FOR FINAL EVALUATION ONLY:
ATTENDANCE
a. Circle the number of days participant was absent without excuse 0

from work during the final six weeks of the program.
PUNCTUALITY
a. Was youth tardy more than five times during the eight week

work period?

Average Excellent Comments

2 3 4 3

2 3 4 3

2 3 4 3

2 3 4 3

2 3 4 3

2 3 4 5

2 3 4 3

2 3 4 3

2 3 4 3

I 2 3 4 or more

YES tic)

To be certified competent, a youth must be rated '134 or better for all 9 categories.

Performance appraisals are used by most employers in order to communicate performance expectations to all employees and to review past
work performance. AU Balance of Oakland County SDA limited work experience enrollees are formally evaluated at least once during the
course of their participation. These reviews are scheduled in order to assist in continuing communication between the participant and the
supervisor regarding work performance and other areas of concern to both the supervisor and employee. It is also completed to determine
the extent to which the participant developed and demonstrat:e work maturity skill competence. (The Balance of Oakland County SDA's
Youth Competency System was explained to you during your orientation to the limited work experience program.)

This evaluation should be discussed with you by your supervisor and you should have an opportunity to ask questions regarding the ratings,
as well as discuss ways to accomplish any performance Improvements, U needed. Other SIM of concern you might have should be
discussed at this time also.

Following the discussion, If you should be dissatisfied or disagree with the evaluation and wish to have your disagreements recorded, you
may do so. Please use the reverse side of this form on which to relate your comments. A copy of this evaluation, and your comments, U
any, will be placed in your personnel file.

This evaluation has been discussed with me and I am keeping my copy of this form.

Participant's Signature:

Supervisor's Signature:

Counselor's Signature!

Daus

F.T503
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DisplAy 61. SOUTHERN NEVADA EMPLOYMENT & TRAINING PROGRAM
MONTHLY PERFORMANCE EVALUATION

Participant: Social Security #:

Supervisor: Worksite:

SNETP Counselor: Rating PeriodFROM: TO:

* COMPETENCY RATING SCA

100% 80% 70% 60%

92Zw000
o

w w

,

1

w

2

1. Completes given tasks to the satisfaction
of the supervisor

.

2. Completes assigned tasks within reasonable
time

3. Follows supervisor's directions.

4. Dresses appropriately for the job

5. Demonstrates initiative in carrying out
work assignments

6. Works with coworkers in a compatible manner

7. Interacts with supervisor in an appropriate
manner

8. Organizes and prioritizes the tasks involved
in work assignments

9. Participant has had no unexcused absences
(True=100%, one=80%, two=70%, three or more=60%)

10. Participant has not been more than 5 minutes
late (true=100%, one=80%, two=70%, three or more=
60%)

The participant demonstrates an acceptable level of performance of
at the tasks listed in his/her training outline at this time.
Yes No Does not apply

I certify that the above information is accurate and represents my best
judgement of the participant's performance.

This report has been discussed with me:
Supervisor's Signature

Participant's Signature Date
*(8OS is required for the attaimmt of eadh cceretency)
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WORK MATURITY PERFORMANCE COMPETENCIES

COMPETENCY ITEMS DEFINITION

1. Completes given tasks to the
satisfaction of the supervisor

2. Completes assigned tasks within
a reasonable time.

The quality of work meets or
exceeds the proscribed standards.

Completes work activity in time
allowed.

3. Follows supervisor's directions. Adheres to verbal and written
instruction.

4. Dresses appropriately for the
job.

5. Demonstrates initiative in
carrying out work assignments.

6. Works with co-workers in a
compatible manner.

7. Interacts with super';isor in
an appropriate manner.

8. Organizes and prioritizes the
tasks involved in work
assignments.

9. Participant has had no
unexcused absences. (true=100%,
one=80%, two=70%, three or
more=60%).

Demonstrates good grooming,
hygiene and safety skills.

Acts on own to complete tasks.
May ask for further assignments.

Shows social skills in asking for
help or giving help to co-workers.

Reacts well to having work judged,
criticized or directed by others.
Displays cooperation to help
achieve worksite goals.

Demonstrates abi_ity to efficiently
make use of materials, supplies,
tools, and knowledge of procedures
in order to complete task.

Within a four-week period, the
participant has had no unexcused
absences.

10. Participant has not been more Within a four-week period, the
than 5 minutes late. (True=100%, participant has not been more
one=80%, two=70%, three or than five minutes late.
more=60%).
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Display 62. ASSESSMENT OF WORK MATURITY COMPETENCY

For Participants Enrolled in JST Only

Participant Contractor

Instructor Program

INSTRUCTIONS: The youth's JST instructor ic to comnlete this form. Place a
check 66 in the appropriate box.

Please complete the "Program Entry" section of this form during the first day

Please complete the "Program Exit" section the last day the youth is in
,training.

RATING CRITERIA

Ratin
Prom= Entr Prusle

Ss.as-
ftctory

Exit
Satis-

factory
Needs In
provement

Needs Im-
_provement

Attendance

Punctuality

Appearance

Ability to get along with co-workers

Demonstrates initiative

Completes tasks on time ,

Quality o1741 perieWMed

PROGRAM ENTRY COMPETENCY ASSESSMENT

Has work maturity competency:

Yes Wo

Date Assessed 11.

PROGRAM EXIT COMPLIENCY ASSESSMENT

Attained work maturity competency:

Yes No

Date Assessed

N/A

irk

STANDARD: Participant must receive "Satiofuctory" on each of the 7 criteria to
attain work maturity competency.

6-15-G4
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Displv 63.

How to Measure Stu 'ent Pbtforinatwe
Peiformance Test Answer Key

The checklists for the performance tests
are listed below. Each checklist is
identical to the one in the student booklet
and contains the requirements for
achievement of the objective as taught.in
the unit. Every item on the checklist must
be correct for the student to pass the per.
formance test on 'that objective.

If you require the student to meet addi-
tional or more difficult criteria, further in-
struction should be provided. For ex-
ample, a shop Instructor who requires stu-
dents to follow a specific set of safety
rules while working should inform stu-
dents of these rules before administering
the performance test.

A single performance test has heen in-
cluded in the student booklet that com-
bines Objectives 3, 9, 11, 12, 13, and 14. A
simple task, making a scratch pad, has
been used. For your class, however, it
may be more appropriate to substitute
one or more tasks talated to your subject
area. If you prefer to select your own
task(s for testing these objectives, use
the general form of the performance ob-
jectives beginning on page 34 instead of
this answer key.

Objective 7

Olven a blank form for recording tele-
phone messages, the student will partici-
pate in a simulated telephone conversa-
tion with the instructor or a fellow stu-
dent. The student must correctly record
the message on the form.

2 71

Performance Checklist

Answered with the business name of
the firm. (Make up an office name.)
Answered clearly, politely, and
pleasantly
Wrote down the name of the person
the message is for
Wrote down the date and time
Wrote down the caller's name
Wrote down the name of the caller's
business office
Wrote down the phone number of the
caller
Wrote down the message
Wrote down your name
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Below are scripts for the instructor's part.
Each script provides the information the
student should record from the convecse
tion. The student, however, may ask ques-
tions for further information or
clarification. Three scripts are provided so
that a different script can be used for
each try on the performance test, should a
student need more than one attempt. An-
swers (correctly completed message
foram) immediately follow the scripts.

Scripti
Hello, this is Mr. Green of Sam's
Sweet Shop. I would like to speak to
Mr. Jones.

Please ask him to call me at 622.3333.

Thank you. Good-bye.

Script 2
Hello, this is Tom Brown of Paul's
Fish Store. May I speak to Carl
Rogers?

Yes. Please ask him to call my fore
man, James Rush, at 218-1818 this
afternoon.

Thank you. Good-bye.

Script 3
Hello. This is Dr. Web, Is Dr. Hart in?

will be at the City Hospital until 5
o'cicck. Please have her call before
then.

I may 3t3 reached at 222-2227;

Thank you. Good-bye.
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SAMPLE MESSAGE FORMS

To -igh.Z2YZif
DakIteord lon7tr7LTim(fignetr_VALS

WHILE NOU WERE OUT

MO. adEreN

SAA13' utliteAr _SW

phone Gipw -3333

Message GALL hIM AT_Tili
Aeove womerze.

OPerato(MfariN7t NAME)

T0 N.

Date(722/2-4Y-1-LaraTimefraizEriata

WHILE NOU WERE OUT

otAid's P/s# -MAE
Phone 02/0,

MEssagE CALL Att. .04444/144

ramiezio_gorkezatz_rize,_
416vE Namae-eTAls AcnrANopd.

()perm, (1Ope/VT.4. 0.1",")

T0-41?. NAAr

Dak(FWA) S Jure) TimeiterwarzatA

WHILE NOU WERE OUT

..c..zrx_liasariu.,_
None 2Z2-'2227

messagc CALI NEW aekir*OR( Am.

Operator(STaceNr4 Mimi)
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Objectives 3, 9, 11, 12, 13, and 14

Given the task of making a scratch pad,
the student will begin and complete the
task on time, follow oral instructions, fol-
low written instructions, complete the
task without wasting materials or violat-
ing stated safety rules, and clean and re-
turn materials upon completion of tho
task. The elements in the performance
checklist below are grouped by objective.
F.vory element for an objective title must
be checked before a student passes that
objective.

Oral Instructions

The performance test for Objectives 3, 9,
11, 12, 13, and 14 requires students to
read and follow the written instructions
contained in the student unit and to re-
quest oral instructions from thi. r. in-
structor.

Each pad should contain 20 pages. Indi-
vidually assign each student a page num-
ber on which to write his/her. full name
upon cempletion of the scratcii pad. This
ensures that a student won't be able to
get the oral instructions by asking a fel-
low student what to do.

If you have more than 20 students in your
class, you may give the ,ame number to
more than one student. Keep a record of
the number assigned to each student on
the help sheet on page 33. Refer to this
sheet whsn a student approaches you for
oral instructions, and for grading his/her
final performance. Did s(he) follow your
instructions?

Performance Checklist

Started and Finished on Time (Objec-
tive 3)

started within one minute after in-
structions
finished within six minutes from time
started

Followed Written Instructions (Objec-
tive 13)

all sheets stacked facing upward
ruler and pencil used
lines divide sheet into four 41/4-
by-51h-inch sections
lines drawn from lop to bottom
lines drawn from left to right
paper cut into four 41/4-by-51A-io
stacks
staples correctly placed

Followed Safety Rules (Objective 9)

scissors carried correctly
9 blades together when left on desk

scissors not used for anything other
than cutting paper

No Materials Wasted (Objective 11)

no extra paper needed
no extra staples needed

Followed Oral Instructions (Objective 14)

first and last name on correct page

Retrrned Materials and Cleaned Work
Area (Objective 12)

returned all materials (pencil, ruler,
scissors) to correct place
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Help Sheet for Performance Test for
Object Ives 3, 9, 11, 12, 13, nnd 14

Student Name
1=11111111 NIMIM====ammEmmil

Page Number Time Started Time Finished
CIONIMIld
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Performance Objectives

The complete form of each performance
nbjective is given below. If your class Is
using the combined performance test
(making a scratch pad) included in the stu-
dent booklet, you will not need to use this
form of. the objectives. Instead, use the
Performance Test Answer Key beginning
on page 30.

If you feel it is more appropriate to substi-
tute one or more tasks related to your sub-
ject area for the performance test in the
booklet, you will use this form of the per-
formance objectives. You are encouraged
to test as many objectives as possible in
one task, to emphasize for students the
need to integrate these work habits. You
will notice that many of the objectives are
complementary and can easily be used to
evaluate tha same activity (for example,
Objectives 11 and 12).

The complete form of the performance ob-
jectives and evaluation criteria presented
here should be helpful In selecting a suit-
able task for your students, and in devel-
oping your own checklists for satisfactory
performance of that task.
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Objective 3

Given an asslgnment of which s(he) is
capable, the student will begin work
promptly and complete the assignment in
the time specified by the instructor.

Begins working on the task within
one minute following the completion
of instructions and supply of
materials
Completes the task within the allot-
ted time perlod while maintaining an
acceptable level of quality

Objective 7

Given a blank form for recording
telephone messages, the student will
participate in a simulated telephone con-
versation with the instructor or a fellow
student. The student must correctly
record the message on the form.

Answered with the business nem of
ths firm. (Make up an office name.)
Answered clearly, politely, and
pleasantly
Wrote down the name of the person
the message is for
Wrote down the date and time
Wrote down the caller's name
Wrote down the name of the caller's
business office
Wrote down the phbne number of the
caller
Wrote down the message
Wrote down your name

297



Objective 9

Given a list of safety rules generated by
tho class or chosen by the instructor, the
student will perform a task selected by
the instructor without violating any of the
stated safety rules.

Objective 11

Given an assignment to complete a class-
room task which requires the use of mate-
rials, the student will complete the task
without wasting materials.

Does not waste materials by poor
planning which requires starting
over
Does not waste materials by care-
lessly damaging them
Does not waste materials by failing to
use tools properly
Does not waste materials by failing to
store them properly

Objective 12

Given an assignment to complete a class-
room task which requires the use of tools
and materials, the student will clean and
properly return all tools and materials and
clean the work area upon completion of
the task.

Tools are cleaned (if necessary).
Tools are returned to their proper
storage area.
Materials are returned to their proper
storage area.
Scraps and trash are cleaned up and
properly disposed of.
The work area is as clean and neat
following the completion of the task
as It was before the task was
initiated.

Objective 13

Given a set of written instructions for a
classroom task selected by the instructor,
the student will perform the task as in-
structed.

Objective 14

Given a set of oral instructions for a class-
room task selected by the instructor, the
student will perform the task as in-
structed.
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Unit Test Answer Key
and Objectives

The full statement of each knowledge
objective is listed below. The objective
describes the test question asked of the
student, the correct answers, and the
standard required for passing the objec-
tive. Since the objective Includes the cor-
rect answers, tho objectives also serve as
the answer key. Both forms of the unit
test use the same answer key.

This is an example of how a knowledge
objective is used to score a unit test item.

EXAMPLE OF SCOIIING (Objective 5)

When presented with a situation In which
an employee makes a mistake on the job
and when asked to state three actions
that the employee should take, the stu-
dent's response must Include at least two
of the following:

report the mistake to the supervisor

correct the mistake

avoid making the same mistake again
by taking some positive action.

The order of the test questiohs on the unit
test is scrambled, but each is labeled with
its objective number to make it easy to
find the correct answer in this answer key.

If you change the instruction in a way that
changes these correct answers, you
should also change the answer key before
scoring the tests. If you omit any objec-
tive from the instruction, be sure to delete
the questions for that objective from the
unit test.

7716 aYINDARD
71MT NAT 85 MET Fon me
QMSTIONTO 80 covivreDAS

coRlgrr

If the student's response includes two
from this list (the standard set in this par-
ticular objective) hisiher answer is
counted as correct, and s(he) gets one
point for this question. If the student's re-
sponse ináludes fewer than two from this
list, his/her answer is incorrect, and s(he)
gets zero points for this question.

What should be done if the student gives
an answer that sounds reasonable, but is
not on the approved list? in that case, de-
cide whether that response should be
added to the list of acceptable answers
for your class. If so, a// students' re-
sponses should be graded on the basis of
the amended ilst.
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You should set the passing score for your
students before administering the test. In
field testing of all Employability Skills ma-
terials, the passing score ci the unit test
was set at 80 percent. For this unit, stu-
dents had to answer seven out of eight
questions correctly to receive a passing
score of at least 80 percent. Each ques-
tion was scored correct if the answer met
the standard, and incorrect if it did not; no
partial credit was given.
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Objective I

When presented with a situation in which
an employee is absent from work without
an excuse, and asked to list at least four
likely consequences to the employee, the
student must list at least three of the
following:

be warned (or reprimanded) by the
supervisor
be resented by co-workers
receive a low employee rating
miss a promotion or raise
have pay docked
get fired.

Objective 2

When asked the appropriate course of
action to follow when s(he) will be absent
from work or late, the student's response
will include both of the following:

call his/her employer at once
give a good reason (explain) why s(he)
will be late or absent.

Objective 4

The student will be given a description of
a problem situation in which an employee
arrives for his/her first day of work without
knowing how to perform the job. When
asked to state in writing the most appro-
priate course of action to follow in order
to learn the job, the student must indicate
that the employee should request instruc-
tion from either an experienced co-
worker, the supervisor, the employer, or
an individual designated by the employer.
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Objective 6

When presented with a situation in which
an employee makes a mistake on the job,
and asked to state three actions that the
employee should take, the student's re-
sponse must include at least two of the
following:

report the mistake to the supervisor
correct the mistake
avoid making the same mistake again
by taking some positive action.
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Objective 8

When given a situation in which an em-
ployee steals goods from work, and asked
to list four likely consequences of being
caught, the student's list must include at
least three of the following:

be arrested, jailed, or fined
get a police record
get fired
have trouble getting another job or
getting into college
bo unable to get unemployment
compensation
be given a second chance
have to pay for the stolen goods
loss the treM of employer,
supervisor, and co-workers
get a bad reputation, with a record of
the theft put in the company file
get a poor employee rating
miss a raise or promotion.

Objective 8

The student is presented with a situation
depicting an employee discovering a safe-
ty hazard on the job. When asked to state
three courses of action the employee may
take to correct the unsafe condition, the
student will list at least two of the
following:

correct the situation
warn others
tell the supervisor
tell those who caused the vioiation
get in touch with the safety officer or
repair staff
check back to see that the condition
has been corrected.

Objective 10

When presented with a situation depict-
ing an employee who has discovered a
new way of performing his/her job, and
asked to indicate in writing the correct
course of action to follow, the student
must state that the employee will de-
scribe the new method to the supervisor
or put it in the suggestion box, rather than
simply adopting it without the approval of
the organization.

Objective 15

Given a list of sixteen products from
which to choose, the student will write
out a menu of three balanced meals. Each
meal will include at least one item from
each of the four basic food groups:

meats (fish, chicken, hamburger,
ham, eggs)
grains (muffins, rice, rolls, toast,
bread)
fruits and vegetables (oranges,
potatoes, apple juice, greens, peas,
lettuce, carrots).
dairy products (cheese, milk, ice
cream. buttermilk, cottage cheese).



Unit Test: Form A
(Employability Skills: Good Work')

Fill in the blanks.

Name

Date

1. (Objective 4) Barbara arrives for her first day of work at the fish market. Her boss in-
troduces her to the other workers, wishes her the best of luck, and then leaves.
Barbara has had no training and isn't sure exactly how to do her job. What should
she do?

2. (Objective 8) At the lumberyard where he works, Mel notices that the safety guard on
one of the power saws is coming loose. What are three things that he might do about
this safety hazard?

1

2

3

3. (Objective 1) Kevin doesn't like his job at Wimpy's Hamburger Haven. He'd much
rather play pool. Last week he skipped work twice, and today he showed up an hour
late. What are four things that might happen to Kevin for being absent?

1

2

3

4

4. (Objective 5) Georgette sells paint at Harvey's Home and Garden Shop. Yesterday
she incorrectly mixed two gallons of red paint. Today the customer comes back and
complains that the paint is bright blue! What are three things that Georgette should
do?

1

2

3
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5. (Obiective 15) From the following list of foods, plan three balanced meals: rice, peas,
potatoes, chicken, hamburger, cheese, ice cream, milk, ham, lettuce, bread, rolls,
carrots, fish, buttermilk, and muffins. Use each food only once. (You may find it help-
ful to write in the names of the four main food groups.)

FOOD
GROUPS

MEAL 1 MEAL 2 MEAL 3

'ZtlIk=INNI=1

6. (Obiective 10 Suzanne is the head file clerk at Libra Publishing House. While work-
ing late last week, she discovered a new way to arrange the files. It isn't the method
that the company uses, but she thinks it will save a lot of time. Suzanne would like to
use the new filing system. What should she do about this?

7. (Objective 2) What are two things you should do if you will be absent from work or
late?

1

2

8. (Objective 6) Mark works in a clothing store. From time to time he takes home
clothes without paying for them. What are four things that could happen to him if he
is caught stealing?

1

2

3

4
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C. Related Activities and Components Service delivery areas should beware of "after
the fact terminations" which suddenly pop up when intended labor market oriented place-
ments go "haywire." If competencies were not assessed,_planned for, and taucrht, then the
evaluation and resultin: Positive termination should not be allowed. With no antecedent
level of need, there can be no determination of gain.

The "Competency Plan" used by the Central Ohio Rural Consortium is a management tool
designed to assist both the staff person and the participant in planning services that are
needed to enable the youth to attain competencies in identified areas of deficiency. The
plan also documents an enrollee's learning deficits at the time of entry into the program
and the achievement of competencies while in the program. This SDA's policy states that
"an 'Attained NC Recognized Competency' termination can only be taken if the youth
attained the competencies while in the program." A Competency Plan must be
constructed for all II-A participants who are age 21 or under. The Competency Plan
with instructions is presented in Display 64. (See Display 64.)

Many programs find that agreements in addition to the EDP foster better
teaching/learning in particular activities. They clarify mutual expectations and
responsibilities, delineate benefits and rewards, and specify disciplinary provisions and
sanctions for their violation.

The "Job Plan and Contract' , ?art of the curriculum entitled, Pre-employment Skills
Training for the Learning Diss...:Led: A Job Club Manual, published by the Nevada State
Department of Human Resources. In addition to the purposes mentioned above, it is used
to remind participants that contracts are critical to the very nature of the world of work.
An individual must follow through and finish what he/she has agreed to complete, or
he/she may be fired. Adherence to the content of the agreement indicates the learner's
level of commitment to gaining employment. This format appears in Display 65. (See

Display 65.)
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Display 64.
Competency Plan

Page I: Background/Personal Assessment
The information contained on this page can be obtained fror -. the participant's 3TP-Ohio application
and through an initial interview with the participent. Items izsted are self-explanatory.

Page II

A. Pre-Employment/Work Maturity

I. Skill Area: The skill areas in which Pre-Employment/Work Maturity competencies have
been developed are listed.

2. Assessment Tool: The name of the test or the type of assessment used should be entered
here.

3. Pre-Test Score/Post-Test Score/Dates: Enter the pre- and post-test scores and the dates
on which they were administered. Post-tests do not have to be administered unlo-ss a
deficiency was identified.

B. Barriers to Employment/Special Needs

Based on information gethered through observation, data supplied by other agencies/schools,
and through observation; check &I areas that apply. The level (see level definitions) should be
indicated in the space under comalents.

C. Academic Test Scores
I. Skill Area: Skill areas are identified. If other areas are listed, indicate skill under other.
2. Assessment To Pl: Enter the name of the test administered for the skill area.
3. Pre-Test Score/Date: Enter the pre-test score and the date the test was administtzed.
4. Posts-Test Score/Date: Enter the results for any post-tests that were administered.

NOTE: Post-tests should be administered for educational areas that were noted as
deficient and for which services have been provided.

D. GED Tests
This section can be used for persons working on their GED.

Page III: Competency Plan
A. Area in Need of Improvement

Enter the type of improvement (deficiency) needed. The area listed should be backed up by
assessment results.

B. Plan of Action

Describe what steps will be taken to address the areas of deficiency. The Plan of Action
should include activities and services to be provided.

C. IF ollow-Up Date

Indicate the date when follow-up on the "Plan of Action" will be made.
T). Certification and Agreement

Have the participant sign the initial plan. The person constructing the plan should also sign
and date the form. One (I) copy should be given to the participant and the other copy
maintained in the participant's file. Updates/modifications to the plan can be xerox copies.

Documenting Levels or Needs on Competency Plan

During initial assessment into the youth program, each youth should be classified as a Level I, II, or

The criteria used for this classification should be noted on the youth's Competency Plan. This
information can be entered on the first page of the plan and in the section for barriers on the
second page of the plan. The level determined should be written in the space provided for
comments in the barrier section.
Determination of Levels must be done prior to provision of services.

290

3 9 5



Display 64.
OCKPETENCY PLAN

Page Ii_t4Epund/PertscameAssessment

The informatim contained on this page can be obtained fram the
participant's JTP-Chio application and through an initial intervinw with
the participant. Items listed are self-explanatory.

Page II

A. Pre-Employment/Work Maturity

Skill Aryl:. The skill areas in which Pre-Employment/Work
Maturity competencies have been developed are listed.

2. Assessrant Tbol: The name of the test or the type of assessment
used should be entered here.

3. Pre-Test Score/Post-Test Score/Dates: Enter the pre- and
post-test scores and the dates on which they were administered.
Post-tests do not have to be administeredl unless a deficiftwywas
identified,

B. Barriers to Employment/Special Needs

Based on informatiOn gathered through observation, data supplied by
other agencies/schools, and throigh observation; cheek all areas that
apply. The level (see level definitions) should be indicated in the
space under comments.

C. Academic Test'Scores

1. Skill Area: Skill areas are identified. If other areas arc
listed, indicate skill under other.

2. Assessment Tool: Enter the name of the test administered for the
skill area.

3. Pre-Test Score/Date: Filter the pre-test score and the date the
was administered.

4. Post-Test Score/Date: Enter the results for any post-tests that
were administered. NOTE: Post-tests should be administered for
educational areas that were noted as deficient and for whidh
services have been provided.

D. GED Tests

This section can be used for persons wurking on their GED.



pssie Comptency Plan

A. Area in Need of Improvement

Enter the type of !mprovement (deficiency) needed. The area listed
should be backed up by assessment results.

B. Plan of Action

Describe what steps will be taken to address the areas of
deficiency. The Plan of Action should include activities and
services to be provided.

C. Follaw-Up Date

Indicate the date when follow-up on the "Plan of Action" will be
made.

D. Certification and Agreement

Have the participant sigi the initiel plan. The person constructing
the plan should alsc sign and date the form. One (1) copy should be
given to the participant and the cther copy maintained in the
participant's file. Updates/modifications to the plan can be xerox
copies.

DOME:KIM LEWIS CR 2EEDS CN MIPETENCY PLAN

During initial assessment into the youth program, eadh youth Should be
claspified as a Level I, II, or III.

The criteria used for this claFsification should be noted on the youth's
Competency Plan. This information can be eMered on the first page of the
plan and the section for barriers on the second page of the plan. The
level determined should be written in the spale provided for comments in the
barrier section.

Determination of Levels must be done prior to provision of serVices.
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CCMIMEMY PLAN

BACKGROUND/PERSCNAL ASSESSiEW

FCRMAL Er4:414.TION

Current graie/last grade canpleted

Date of withc'crawal/caspletiat

Circuostances of withdrawal

Extra curriculum activities, recognitions, etc.

Name:

In-School

School

Age at withdrawal/completion

CGY

OMER TRAIN=

Course title and description, dates atcendvid, certiacation obtained

VEUCHL5B3Cf (Attadh copy of Application Suppleoent for wofk history details)

Skills obtained through previous cmployairat

Volunteer or unpaid work

PERMIALASSESSKENT

Living arrangements

rependents, list

Explain cucrent transported= arrangements

Valid drivex's license? Yes [ ] Fo [ ] Restrictions,

Physical/mental limitations, if any.

Initial appearance

Level of self-confidence displayed

Hobbies/interests

explain

aRREta J)B NEEDS

Kind of work interested in and reason(s)

Kind of work not interested in and reason(s)

Rate of pay expected Interested in part-time wofk

Special circumstances/general attitude towards wofk

full-time work
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NAME:

SKILL A R EA

Source Enployment
lications

Resume
Interview

Atten
Ca
ce

Work Rules
Supervisor/Cowo ers
Work Habits/Attitud

FRE-Empumorr_finuc panturt

ASSESSMENT TOOL

INIM=11111112

useastemansweissier

PEW EATE
I =Mg 'ER' I

11921131.39TIV

DATE

1111SCIMMININ Ear- -.1111191111

BARRIERS io newneu/sEscui. moms
Special problmns that must be considered:

[ ] School Dropout [
I J Teenage ftrent [

I ] Handicapped
I ] Alcoholic
I ] Addict

0311ENTS:

] Physical Cttacteristic E
] Need for Part-Time or E

Flexible Working Hours
] Limited Skills
] No Transportation

] Financial Prcblems E ] Child Care Problems
] Limited Englidh [ ] Health Care Problems

Speaking Ability E ] Other
] Lack of JOb

Experience

ACADEMIC TM Sal=

SKILL AREA

Reading

ASSESSMENT TOOL PRE-TEST DATE POST-TEST DATE
SCORE SCORE

1=0 ammesmesissempat

Math

language

Other

GED TESTS
PRE-TE:ST 1ST 2ND

SCORE T DATE SCORE DATE SCORE DATE

Witing Skills

Social Studies

Science
,..

Reading Skills

Mathematics
A
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ODRC Representative: Date:

MA IN MED OF IMPPLIVINNT PLAN OF Acnal nummlip
DATE

CERTIFICATIONLVAQUEMATT

I.agree with the Competency Plan developed for me; I will Enke an effort to carry it out. I understand this to be an initia
plan, and can be Changed by the CCRC representative and me.

310
Participant Signature CCRC Representative Signature Date
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THE JOB CLUB PLAN AND CONTRACT

Participant Instructor Counselor

Date

Establishing my Career Goal

A. my career goal is
B. When I want to have achieved

mY career goal

C. Needs I will satisfy by achieving D. Conflicts this goal may have with other goals
my career got:

Making a Plan to Accomplish MY Goal
cN

A. Removing Oh'tacles
1. Persona. shortcomings that might 2. What I can do about them:

keep me from achieving my goal

3. Outside obstacles that might keep 4. What I can do about them:
me from achieving my goal

B. Planning Action 3.
Specific steps I will take that will 4.
help me achieve my goal: 5.
1.

6.
2.

7.

3 1 3 3



THE JOB CLUB PLAN AND CONTRACT

Finding Human Resources to Help Me Achieve My Goal

A. Who can help me achieve my goal?
a.

b.

8. What will I ask of each person?
a.

b.

c. c.

d. d.

C. What other resources are there to help me
achieve my goal?

a. e.
b. f.

c. g.

d. h.

Implementing the Plan

A. What is. the Objectives? B. What are the time lines?

C. What are my duties to the Job Club?

1.

2.

Attend all meetings
To call Instructor if there are
probleas

3. To perform all instructions made-6f JOB CLUB Participant's signature
Instructor and/or Counselor

4. To attend all scheduled interv ews Date
5. To arrange priorities so that JOB

CLUB is the activity of the day JOB CLUB Instructor's signature
6. To assist other participants in a

helpful & friendly way Date
7. To participate willingly and in a

friendly manner to the activities
of the JOB CLUB

Rehabilitation Counselor's signature

8. To shaee knowleT6T, skills and
infomation with other JOB CLUB
participants

Date
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The Heart of Texas Council of Governments (HOTCOG) operates a pre-employment
component as part of its overall summer youth activities. HOTCOG's summer youth pre-
employment segment includes:

o assessment, testing, and counseling
o occupational, career, and vocational exploration
o job search assistance
o job holding and survival skills testing
o basic life skills training
o review of knowledge skills
o labor market information, and
o job seeking skills training.

The rules and requirements governing young people's participation are precisely and
concisely spelled out in the "Pre-employment Training Employee Conduct Guide Agree-
ment" which is contained in Display 66. (See Display 66.)

The Private Industry Council of South Florida has an exemplary way of laying out the
employability skills curriculum for its Summer Youth Employment and Training Program.
This competency-based system is divided into three sections. The first contains the core
curriculum, which is offered to all summer participants. The second encompasses the
benchmarks related to the core curriculum competencies. The third indicates the
measurement procedures used to determine achievement. Display 67 presents a sample of
South Florida's approach, which certainly constitutes an excellent example of a curri-
culum abstract. (See Display 67.)
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Display 66. Heart Of Texas
Council Of

GOWITImentS

BOBBIEAFFLECK AVOLMTLUWASSOMMONOFLOCALGOVERNMENTS
DeputyExecutiveDirectot
Employment andTralning HEART OF TEXAS COUNCIL OF GOVERNMENTS

PRE-EMPLOYMENT TRAINING EMPLOYEE CONDUCT GUIDE AGREEMENT

1. Employees are to report to training promptly by 9:00 a.m.
- June 10-13
- June 17-20
- June 24-28
- July 01-03

2. Pre-Employment Training hours are - 9:00 a.m. - 12:00 noon
12:30 p.m. - 3:00 p.m.

A fifteen minute break in the morning may be taken. A 10 minute break in
the afternoon may be taken. Each employee is expected to arrange for trans-
portation to promptly arrive for 3:00 p.m. dismissal.

3. No more than one absence will 'oe allowed during the pre-employment training.
Employees who are absent more than one day will be terminated from employment.
Three tardies equal one absence.

4. Each employee is expected to be neat and clean when reporting to work. Dress
is to be professional. Clean shirts/blouses, pant/skirts, conservative shoes
and socks/hose are encouraged.

5. Each evployee agrees that during pre-employment training and work, that he/she
will not be under the influence of alcohol or drugs.

6. No violence is permitted.

7: Each employee will be evaluated by the supervisor at the end of each pay period.

8. Each employee is to adhere to safety rules.

9. Each employee is to sign in and out each morning and afternoon on the appropriate

time sheet.

10. Any employee who does not adhere to the Employee's Conduct Guide may choose to
change the negative behavior to positive behavior or may choose to resign.

By signing this agreement, employee verifies understanding of the conduct required.

Youth Signature

Supervisor Signature

Date

Date

JOB TRAINING OFFICE 925 COLUMBUS AVENUE WACO, TEXAS 76701 817 754 - 5421, EXT-75
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Display 67.

Saction 1

Employability Skills Core Curriculum

E. Job Search: Identifying Leads

Objective:

I. To develop skills in identifying job opportunities and following up on job leads.

Possible Approaches:

1. Have students bring in copies of the classified advertising section of a newspaper
and analyze the classified ads to learn how ads are categorized, what key abbreviations
mean, and how to interpret key phrases and messages in the layout and content of ads.

2. Have participants select 3-4 ads And outline the steps to use in following up on
these leads.

3. Have participants identify other job leads ind outline the steps to use in following
up on these leads.

Results:

Increased skill in using want ads and other scmrces to identify job openings for which a
participant might wish to apply.

F. Job Search: Following up on Job Leads

Objective:

1. To develop skills in following up on job leads.

Possible Approaches:

I. Provie4 instruction through filmstrips, tape recordings, role playing, etc. covering
the following:

A. Setting up a job interview.
B. Collecting infonnation needed for the interview.
C. How to dress to get a job.
0. Behavior expected at the interview.
E. Questions you may be asked
F. Answering questions appropriately
G. Questions Imu may not have to answer
N. Questions you want answered by employers during interview

2. Involve student in role playing, evaluating, video taping, etc. for each of these
interview skill areas.

3. Provide feedback and suggestions for modification/improvements.

4. Provide fomms1 instruction in telephone use covering the following skill areas:

A. Using the telephone book
6. Asking for operator assistance
C. Requesting information via the telephone
D. Giving appropriate telephone messages
E. Receiving messages

(Southern Bell Telephone has available materials, films, speakers, etc.)

5. Have students practice listening to directions

6. Provide instruction in communicating with supervisors, taking criticism, making
suggestions, etc.

Results:

1. Participants will demonstrate improvement in dealing with daily 'omnunication demands.
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G. Filling Out Job Applications

Objective:

1. To increase one's skills in successfully completing job applications.

Possible Approaches:

1. Oevelop an employment-education history sheet as a working tool. Include

employers, school, skills, and beginning and ending dates for each.

2. Learn how to secure'references, and who makes good references.

3. Have all necessary documents: work permits, social security cards, etc.

4. Practice completing various job applications, using the employment/
education history sheet to facilitate this process.

Results:

1. Increased understanding of, and ability to effectively complete job
applications.

H. Job Interviews

Objective:

1. To develop the competencies needed for success in job interviews.

Possible Approaches:

I. Review general interviewing skills and focus specifically.on job'interviewing.

2. Have participant answer the following questions before the interview:

a. What do I want?
b. Why am I here?
c. How can I contribute?
d. What salary range will I consider?

3. Have participants role play the parts of both employer and applicant. Have

participants' critique each other on appearance, behavior, style, content, etc.

4. Use audio and video tapes where possible to enable participants to hear and
view themselves and improve their self-presentation skills accordingly.

5. Have employment interviewers from industry conduct mock interviews and

critique applicants.

Results:

1. Increase competencies needed for successful job interviewing.

I. Job-Keeping_Skills

Objectives:

1. To identify specific on-the-job problems that could arise.

2. To apply a problem-solving approach to effectively deal with these problems.

3. To identify appreciated work habits

a. High quality work

b. Productivity
c. Ability to follow written/oral instructions

d. Judgment
e. Attendance
f. Punctuality
g. Calling for absences or lateness

h. Telephone use
i. Courtesy
j. Interest in work

k. Pride in one's work

1. Grooming and personal habits

Possible Approach:

1. Design and develop various case studies or role play exercises to enable

participants to develop, apply and critique a variety of solutions for

each of various types of problems.

a. Dealing with supervisors

b. Dealing with co-workers
c. Handling criticism
d. Following rules
e. Dealing with irresponsible behavior

f. Dealing with inappropriate dress or personal habits.

Results:

1. Increased problem-solving skills and greater awareness of job keeping skills.
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Secition

Employability Skills Benchmarks

Benchmark Element
Number Employability Skills

5 Job Search: Provided simulated role-play situations, want ads and job leads,
Want Ads/Job Leads the participant will demonstrate and explain, using good oral

communication skills, how to use want ads and follow-up on job
leads, to the instructor's satisfaction.

6 Job Applications Given various job application forms, the participants will
complete the applications neatly, insuring all required informa-
tion is entered and is correct.

7 Interviews Given a simulated job interview, the participant will demonstrate
appropriate interview techniques, including appropriate non-verbal
behavior and oral communication skills, to the instructor's satis-
faction.

8 Job-Keeping Skills: Without the aid of references, the participant will identify what
Employer Expectations an employer expects from an employee and explain the importance

of employer expectations in keeping a job, to the instructor's
satisfaction.

9 job Keeping Skills: Given simulated role-play situations on a job, including job
Employee Relations/ conflicts (with a supervisor or a fellow employee), the participant
Handling Problems will demonstrate and explain, using good oral communication skills.
on the Job good and bad work habits, and demonstrate how to resolve job con-

flict by himself/herself, and/or by grievance procedures, to the
instructor's satisfaction.

Section 3

Employability Skills Assessment Procedures

Benchmark #5: Job Search: Want Ads and Job Leads

Select a situation for the participants (for instance, a participant wants a clerical position, has only 6
months classrooM training, and tYpes 35 wpm). Give the participants the classified section of the paper,
and have the participants choose 3 jobs for which they feel they would qualify. Have the participants
explain why they feel they would qualify for the positions. In addition, have the participants explain what
the abbreviations in the want ads mean. Have the participants give you five kinds of information to look
for in want ads.that would help them decide which jobs to apply for.

In evaluating each participant, look at the following:

- Were the jobs selected by the participant appropriate (i.e., did the participant select jobs
for which he lacked the specified experience and therefore would not get hired?)

- Did the participant understand the abbreviations in the want ads?

- Was the participant able to use the.classified ads' without difficulty?

- Was the participant able to give you the following kind of information about each job in
cases where this information was available in the ad?

a. Type of work
b. Job location
c. Amount of pay
d. Working hours
e. Education and/or training required.

Select a job lead situation for each participant, eg., job lead through the paper (want ad), or job lead
through a friend. Select one of the ways in which participant will have to follow-up (i.e., personal contact,
by letter, by telephone). Have the participant role play the follow-up.

In evaluating, look at the following:

Follow up by personal contact:

Appropriateness of dress
- Speaking ability
- Interviewing technique
- Job application.

Follow-up by letter:

- Were spelling and grammar correct?
- Was the letter neat?
- Was the letter short and to the point?
- Did the letter contain the following information?
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a. Name of the job the participant was applying for
b. Information about the participant's background and experience
c. Why the participant wants the job
d. References
e. Request for an interview.

Follow-up by telephone:

- Did the participant give his/her name?
- Did the participant ask for a specific individual?
- Didthe participant state the job he/she was interested in?
- Did the participant state how he/she found out about the job?
- Did the participant get the time and date for interview, place of interviers, name of
person to see?

- Did the participant get information.on the job requirenents?
- Did the participant-ammunicate in understandable English?

Benchmark 06: Filling_Out Job Application

Explain to the participant that he/she is in a simulated personnel office of the XYZ Company and give the
participant a job application. Explain to participant that the application must be neatly printed, filled
out in ink, and all information which pertains to the participant must be completed, if possible. In
addition, you can state to the participant what job he/she is applying for. You can state a time limit of
20 minutes. A participant should be able to complete an application within that timeframe. When the partici-
pant has completed the application, have it turned in to you.

Examine for the following:

- Neatness: no excessive crossing out, or unreadable writing
- Spelling
- Completeness

Possible Approaches:

I. Have students learn how to follow up on job leads by telephone. Have students role play
presenting themselves well on the telephone and setting up job interviews.

2. Role play what happens when students present themselves at personnel offices where "apply
in person" is specified instead of telephone contacts.

Results:

I. Increased understanding of the hiring process and increased skill in following up on job leads.

Benchmark 0 7: Job Interviews

Use the application that the participant has completed. Explain to participant that he/she is going to be
placed in a role play job interview, and he/she must treat it as the real thing. Set the scene (for instance,
the personnel office at Burdines, 10 A.M. appointment, etc.). If you want, you may have a participant or
instructor play the role of the receptionist. As the interviewer, ask questions about some of the following:

- Job experience
- Educational background and experience
- Why he/she wants to work for your company. Determine if the participant has any
questions he or she cares to ask,

During the interview look for the following:

- Ability to express oneself in clear understandable English (i.e., free of slang
or street language)

- Personal appearance: Was the participant neatly attired, in appropriate clothing?
Was the participant's hair style appropriate, etc.? (Participants should have been
notified in advance. If personal appearance is lacking, determine after the
interview if participant knows how to dress and groom by asking the participant
questions.)

- Was the participant able to sell himself/herself?
- Was he/she aggressive, confident, or timid?
- Did he/she answer questions in only yes or no style?
- Was the participant able to understand the questions asked, andwere the resvonses
expressive?

- Posture of participant. Was the participant too relaxed (lounging) or,was the
participant too stiff?
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Benchmark OB: Employer Expectations

Ask the participant to give you 6 employer expectations and explain why meeting employer expectations is
important in keeping one's job. Some employer's expectations that should be included are:

- Judgment
- Punctuality
- Ability to work with others
- Quality of work
- Productivity
- Ability to follow directions
- Courtesy
- Interest in one's work

Benchmark M9: Job Keeping Skills: Employee Relations/Handling Problems On The Job

a. Tell the participants they are in a role play office situation. Then select 2 participants, one who
is being assessed/certified and one who is not. Without the assessment/certification candidate hearing,
inform the one who is not being assessed that he/she is to demonstrate poor working relationships and
habits. Then inform the other participant that he/she will have to demonstrate good working relation-
ships and habits. Give them 10 to 15 minutes at the role play and then stop them.

Ask the participant who had to demonstrate good working relationships ind habits what was wrong with
the other participant's performance.

b. Inform participants that they are in role play situation, and select a situation for the participants
(for instance, trouble with an immediate supervisor or co-workers). Then inform the participants that
he/she will have to solve the problem through either personal resolution or a grievance procedure.
Have participants role play for approximately 10 minutes.

Evaluate participants' handling of the problem.

Personal Solution:

- Did the participant act friendly?
- Did he/she explain the problem and how it was affecting them?
- Did he/she offer a solution which was beneCtial for both parties?

Grievance Procedure:

- Did the participant follow correct procedures or chain of command?

(Private Industry Council ot'South Florida)

ORAL COMMUNICATIONS CHECKLIST FOR USE WITH BENCHMARKS

Satisfactory Unsatisfactory

1. Did the participant speak clearly
and distinctly?

2. Did participant avoid using slang/
street language?

3. Did participant use correct word
pronunciation?

4. If non-verbal communication was
used, did the participant use it
correctly and was it appropriate?

Remarks:

Signature:
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Teaching Pre-Employment

There are innumerable commercial courses and packages which teach pre-employment
competencies. This can be borne out by attending any education "fair" or hardware-
software "show." However, there are also a great many approaches that have been put
together by service delivery areas and program operators. Although they tend to focus on
the same general range of capacities, there are differences in the way modules are
structured and sequenced, in the procedures that are used, and in the formats for delivery
of curricula.

The Dayton/Montgomery County (Ohio) Hoards of Education have developed the Taking
Charge series which covers pre-employment skills competency training in four levels
"Approaching the Labor Market" for 14-15 year olds; "Exploring the Labor Market" for 15-
16 year olds; "Entering the Labor Market" for 16-17 year olds; and "Succeeding in the
Labor Market" for 17-18 year olds. Display 60 presents materials on the Taking Charge
approach, including directions to instrnctors and representative lesson plans. This is an
extremely sound local effort to combine needs analysis, teaching, measurement, and
acknowledgement of learning to contribute to participant growth and development. (See
Display 68.)

The Florida State Department of Education's Employability Skills Series shows a really
comprehensive and well grounded approach to learning. The following selection from "Job
Changes" incorporates many of the desirable principles and practices previously discussed.
Display 69 offers some very informative and illustrative material, including directions to
instructors and a unit overview, and provides a contextually and procedurally sound way to
teach pre-employment competencies related to changing jobs. (See Display 69.)

A fair number of SDAs across the country are using the Wisconsin Youth Employment
Competencies Program for the pre-employment/work maturity area. This approach
encompasses seven broad competencies, with 29 learning objectives. For the seven broad
competencies, two forms of an objective test (20 questions each) are provided. The level
of achievement is 80%. Performance tests and criteria for scoring written exercises are
available where applicable. The Program suggests classroom activities, student readings
and worksheets, and supplementary curricular materials. This approach was developed by
the Employment and Training Institute of the University of Wisconsin. Display 70
presents the Program's youth employment competencies. (See Display 70.)
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Even more localities are using the Maine Pre-employment Competencies System. This

approach, generally known as the "Maine Model," encompasses a total of fifteen
competencies separated into four categories: career decision making, life/work manage-
ment, job getting, and work maturity. The System includes 2-5 specific abilities under
each of the fifteen competencies.

The Maine Model is most complete from a systems point of view, and offers the beginner
helpful explanations and instructions on establishing and utilizing competencies. It
provides measurement instruments, related curricula, and forms for cc :tification and
documentation. Display 71 presents the Maine Pre-employment Competencies. (See
Display 71.)

The appendix section keyed to this chapter contains additional curriculum formatting
resources, as well as examples of related activities and components for teaching pre-
employment competencies.

Text continues on page 343
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Display 68.

A WORD TO INSTRUCTORS ON TEACHING THIS PROGRAM

OVERVIEW: The material that follows is almost entirely self-contained,
especia ly in the student (or participant) manual. This training program
consists of the actual information the participants are to learn, the exercises
to help them learn the information, and the tests or "indicators" to measure
their learning. It is expected that participants will keep their completed
manuals to continually refer to them and update them as they progress in the
ongoing career development and self-development these training programs
encourage.

COMPETENCY STATEMENT: At the beginning of every lesson a competency statement
is listed. This statement embodies the knowledge we expect participants to
learn and/or the task we expect them to accomplish by the end of each lesson.
The competency statement can be thought of as the goal of each lesson.
Instructors should keep this goal in mind as they prepare for each lesson,
as they lead each lesson, and as they end each lesson. Guest speakers, films
and filmstrips should definitely help the instructor achieve the lesson goals.

Instructors should remember the following adage:

If you don't know where you're going,
you'll probably end up somewhere else!

Keep your goal in mind each lesson! Bend all your efforts together to accomplish
each lesson's goal and to insure that participants have the knowledge to test
over the material successfully.

INDICATOR: Below the competency statement listed at the beginning of each
session, the indicator is listed. The indicator is a test of the information
to be learned in each lesson. The indicator test has been derived totally
from the actual learning material. Some of the indicators may state the actual
score a participant must obtain to be considered to have satisfactorily completed
the lesson. Other indicators, due to the more personal or subjective nature
of the test, are considered satisfactorily passed if the participant just
completes them.

ACTIVITIES: In your Instructor's Manual, you will find a selection of activities
and the instructions concerning these activities just below the lesson indicator
statement. These activities are listed in 1,2,3... order on the left hand
side of the page for each lesson. The activities are a combination of lecture,
small group activity, exercises, guest speakers, films, and filmstrips designed
to aid student learning of each lessoris material. In following the step-by-step
instructions for each lesson, instructors should be very careful to 1) explain
the purpose of the day's lesson at the beginning of the lesson, 2) define all
words carefully and make sure the class understands them and is ready to go
on, 3) work all exercises in advance themselves to fully understand the exercises
and to prepare examples on how to complete each exercise, 4) anticipate and
schedule appropriate guest speakers and audio-visual materials. At the end
of each exercise, instructors will need to lead the class in a discussion to
point out the meaning and relevance of that exercise.

RECOMMENDED RESOURCES: On the Instructors lesson plan for each session, on
the right hand.side of the page, is listed the recommended '.-esources needed
for that lesson. The resources are listed directly across the page from the
activities they relate to. For example, if Activity 1 calls for students to
complete a written exercise in the participant manual, directly across the
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page to the right will be listed a phrase "Participant Manual pg. 26". If
another activity calls for using the newspaper classified ads, the entry across
the page in the resource column might list as the needed resource, "Dayton
Journal Herald Newspaper". If the resource listed for any activity is a film
or filmstrip, the resource column will list a suggested film or filmstrip to
be used. It is the Instructors responsibility to either reserve this A/V item
or to find another appropriate A/V medium to replace it if it is already booked
up or not available. We have tried to always list the name of resource
materials, the manufacturer, and the location of the resource (ex. Public
Library, Career Resource Room, etc.)

COMPETENCY INDICATOR DOCUMENTATION: At the beginning of each Participant Manual
there is a page titled, "Competency Indicator Documentation". This page is
a checklist which certifies that the participant completed each of the competency
lessons. The page states the competency to be learned in each lesson, the
indicator test for the lesson, the date the lesson was completed, and includes
the actual Instructor's signature or initials verifying that each lesson was
completed. Students who complete every session and have the Instructor's
certification that they completed every session are considered program completers
- competent in every session.

EXPLANATION OF THE "ONE MAY" CHARACTER: The "Approaching the Labor Market"
program is designed. around the trials of a space alien, named One Way. Each
session, One Way faces a different challenge of how to fit in to our society
and how to be a productive member of it. The use of this character is meant
to raise student empathy for One Way's plight. One Way faces many of the same
identity problems and fitting-in problems that our students face. In each
lesson, One Way states his dilemma and resolves it through'the students help.
Each lesson ends on a positive, confident note!

PRE-TEST/POST-TEST: Before beginning Session 1 administer the Pre-test found
on page 40 of this manual. The answer key is found on page 47. Remember,
you will be giving this test again at the end of the course.

In scoring these tests you will consider two factors. First, the increase
in score from gre-test to Post-test will indicate the level of cummulative
learning for the entire course. This level should be expressed as a percentage
of increase. Subtract the Pre-test score from the Post-test score. What per-
centage of the Pre-test score is this result. A student achieving a score
of 40% on the Pre-test and 80% on the Post-test will show a 40 point increase.
This 40 point increase, when compared to the Pre-test score shows a 100% increase
in knowledge. 40 is 100% of 40.

Second, the Post-test score will be compared with a benchmark score of 75%.
A Post-test score of 75% combined with 80% completion of the indicators for
each session attended and an overall 70% attendance rate will indicate Minimum
overall competency. A score of 85% on the Post-test combined with 90% completion
of indicators and 80% attendance will indicate High competency. Higher scores
and attendance will indicate Superior competency.
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SESSION 3

Job Attainment

Competency: The participant will construct a personal resume.

Indicator(s): Completion of personal resume and Resume Test

Activities Resources

*Have Partici ants Sign in and pick up
their Participant Manuals.

ACTIVITY 1 Bring to class an advertisement
for a concert, a book, a movie, or a sale
etc. Get participants to respond to it.
What does the advertisement say? What
doesn't it say? Are participants excited
enough to do what the ad wants them to do?

ACTIVITY 2 Use the prior discussion to
lead into todays session on resumes.

A resume is an employment advertisement!

Ask participants what they would do if they
had an offer today to come and interview
for a terrific job...BUT...were required
to bring a resume to the interview?

Stress to participants that ALL PEOPLE
need a resume...ALL PEOPLE!

ACTIVITY 3 Review with participants the
following information:

What is a Resume
General Resume Instructions
Power Verbs
Blank Resume Instructions

Now, have participants follow you...and
begin writing their own resumes...as you
complete a sample resume item by item.

Challenge participants to have their
resume professionally typed after they
complete this course.

Collect Participant Manuals and look over
each participants resume to be sure it is
satisfactorily completed and meets the
expectations of this compeiency session.
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DRAFT RESUME

Name

Address

Area Code Phone Number

CAREER OBJECTIVE:

EDUCATION:

SUBJECTS STUDIED
IN HIGH SCHOOL:

SKILLS OR
ACCOMPLISHMENTS

WORK EXPERIENCE:

, ,

City State

month year

School

Will graduate in

to
month year month/year Employer/Company

City

Job Title:

Duties:

310

State

32'7



REFERENCES:

to
month year month/year Employer/Company

City

Job Title:

Duties:

State

Name Occupation

Address

Area Code Phone Number

Name Occupation

Area Code Phone Number

Name Occupation

Address

Area Code Phone Number

OR'

REFERENCES: Will Be Furnished Upon Request
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Competency:

SESSION 4

Job Attainment

The participant will be familiar with the various job
sources and will evidence a firm understanding of the
hidden job market and the techniques for penetrating
the hidden job market.

Indicator(s): Job Search Test

Activities Resources

*Have Part.,ci ants Sign in and pick up Sign in sheets
their Participant Manuals. Participant Manuals

ACTIVITY I Administer and collect the Resume Test
Resume Test.

ACTIVITY 2 Ask participants what they would
do today if they were high school graduates
looking for a job. How would they find out
about available jobs? Then, what would they
do to get a job?

ACTIVITY 3 Explain to participants the
difference between the visible job market
and the hidden job market...Really stress
the frustration that job seekers face when
they search for jobs in the visible job
market...Ask participants if they have
friends who have looked and looked for a
job but found none?...Do the participants
feel they will be any more successful in
their search for a job than the millions
of Americans now unemployed.

ACTIVITY 4 Review with participants the 4
steps for getting a job in today's labor
market.

Stress to participants that 50% of all job
seekers who use this method find work. Only
10% of job seekers who use "visible" job
leads find work.

Collect Participant Manuals

Grade the Resume Test 3 2
312
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RESUME TEST

DATE: NAME:

1. T A good resume should be well-organized, accurate, and
pleasing to look at.

2. F When you get your resume typed, you should photocopy it and
send photocopies to potential employers.

3. F A good resume is a brief handwritten autobiography of your
work and relevant personal history.

4. F Once you write your resume, you will never have to write one
again but can use it all your life.

5. F Only "professionals" and "executives" need to use resumes.

6. T It is a good practice to use po*er verbs when writing a resume.

7. F It is very important to stress your salary demands' on your
resuma.

8. F The most popular resume used today by applicants is the
Achievement resume.

9. T Including your hobbies and interests on your resume is optional

10. T You should always state your job or career objective when
writing your resume.

11. F All of the following should be -tncluded on a resume:

a. Career Objective
b. Salary Demands
c. Education
d. Work Experience

12. T References are optional, depending on the length of the resume.

13. F Y03.11 should always include your height and weight on a resume.

14. T Your career objective should always begin on the left margin
and only be one or two sentences long.

15. F The most popular of all resumes lists all of your past
employers in reverse order. This is called the chronological
resume.

16. F Your resume should always include your name, address, phone
number, and any handicaps you may have.

17. F A good resume should be more than one page in order to provide
the employer with complete information about the job
applicant.
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18. T You should avoid stringing out 5-6 temporary jobs. Instead
you should combine them into one brief statement or omit
them altogether.

19. T The achievement resume is usually used by persons with
extensive work experience.

20. F You should always comment about your family, spouse or
children.

* F A job seeker puts everything he or she possibly can onto a
resume.

* T The purpose of a resume is to present your qualifications
in a positive way that makes the employer want to interview
you.
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SESSION 5

Competency: The participant will write an appropriate letter of
application for a job.

Indicator(s): Letter of Application

Activities Resources

*Have Participants Sign in and pick up
their Participant Manuals.

ACTIVITY I Administer and collect the
Job Search Test.

ACTIVITY 2 Ask participants WHEN? and HOW?
they feel they should send their resume
to potential employers.

Next, review this information with the
participants( it would probably be wise
to have a volunteer read this information
out loud)

ACTIVITY 3 Review the information, Writing
Your Own Letter of Application. As you
review this information, actually write a
sample letter of application yourself
using a medium which permits the whole
class to observe your work(ex. flip chart
or overhead transparency)

ACTIVITY 4 Have students spend the rest of
the session writing their own letter of
application. Move around the room
answering questions and making suggestions
as you check each participant's progress.

Collect Participant Manuals

Grade the Job Search Test and check each
participant's letter of application for
satisfactory completion
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NAME

JOB SOURCES TEST

TRUE AND FALSE /2 POINTS EACH),

T 1. The phone book is a valuable resource for job leads.
F 2. The number one sourGL Alich lists job openings is the

newspaper.
T 3. Visible job leads create lots of competition because

so many job seekers kno-T about them.
F 4. All employers advertide their job openings in the

newspaper.
T 5. Only 10%of all available job leads are advertised

publicly.
T 6. Many employers can create new positions if they find

you have the skills they need.
F 7. The steps for getting a job today are the same as

they were 10 years ago.
T 8. There are really many available jobs in our.society

just waiting to be filled.
F 9. Visible job leads have proven to be the best job

source.
T 10. You will miss at least 90% of all job openings by re

lying on the newspaper.

MULTIPLE CHOICE Choose the best answer (4 points each)

A 1. You can get leads or possible job openings from all the
following except:
A. Reader's Guide to Periodical Literature
B. Yellow Pages
C. Friends and Relatives
D. Chamber of Commerce

D 2. One advantage of the visible job market is:
A. There are actually more job openings
B. Few people apply for these jobs
C. Most job vacancies are filled this way
D. None of the above

B 3. The percentage of job seekers who apply directly to the
employer with success is:
A. 67%
B. 50%
C. 25%
D. 15%

C 4. When looking for a job as a secretary in the newspaper want
ads you should:
A. look under s for secretary
B. look under c for clerical
C. read the entire help wanted section
D. none of the above
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5. Before making direct contact with any employer you
should:
A. call your friends for help
B. make a list of all potential employers first
C. send resumes through mass mailing
D. call all companies at random

D 6. The active job seeker relying on the visible job
market as a source of potential jobs:
A. is more likely to be hired
B. will learn about higher paying jobs
C. has little competition
D. none of the above

7. The most effective method of finding hidden jobs is to:
A. read newspaper want ads
B. ask your friends
C. apply directly to employers
D. none of the above

0 8. One of the adihntages of making direct contact with
potential employers is:
A. you will encounter minimum competition from other

job seekers
B. you will find out about jobs hidden from most job seekers
C. it often leads to an immediate interview
D. all of the above

Briefly describe 3 disadvantages of visible job leads(18 points)

List the 4 steps to follow to get a job in the hidden job market
(20 points)
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Name of person

LETTER OF APPLICATION

getting letter: 5points Your Address 5
His/Her Title: 5 5
Company's Name: 5 Date 5
Company's Addr: 5

5

Dear 5Points

1. State why you are writing and where you learned of the
job opening?

lOpoints

2. Describe your qualifications; education, skills, and ex-
perience! .

15points

3. Ask for an interview; tell employer when, where, and how
to reach you; state when you would be available to start
work.

2022ints
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SESSION 6

Job Attainment

Competency: The participant will properly complete an application
form.

Indicator(s): Test Application

Activities

*Have Participants Sign in and pick up
their Participant Manuals

ACTIVITY 1 Review with participants the
steps to a job that they have learned
thusfar in this course.

Introduce the job application as the
subject of today's session.

Ask participants why they think employers
require job applicants to fill out
applications.What really is the purpose
behind the application from the employers
point of view?(note:employers use the
application to disqualify the majority of
applicants)

ACTIVITY 2 Have participants neatly fill
out the blank application on page 66/67
in the Participant Manual. When everyone
is finished, review the information, What
is a Job Application?'

Next, review Vocabulary and Abbreviations
Spend time on these words and terms. Quiz
participants about them.

ACTIVITY 3 Now, discuss the participant's
Equal Employment Opportunity rights. Next,
read some of the illegal application
questions and see if participants really
understand why the question is illegal
how answering it could hurt the job seeker
and cause him or her to be discriminated
against and denied a job they might be the
most qualified for.
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Resources

Sign in sheets
Participant.Manuals

Participant Manual
pages 54 and 55

pages 56 59

page 60
pages 61 63



SESSION 6

ACTIVITY 4 Now, in the full view of all Participant Manual
participants, complete a job application pages 64 and 65
as you review General Instructions for
Completing Job Application Forms. Go step
by step. As you go, have participants Blank Apps
correct the application they did at the pages 68 71
beginning of the session by entering the
proper information on a new, blank app.

REMIND PARTICIPANTS that the job
application must be PERFECT!!!!

Collect Participant Manuals

Grade the corrected applications
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4EATNESS 2 INK 2 PRINTING 2

APPLICATION FOR EMPLOYMENT
PERSONAL INFORMATION

N AUX 1

DATE 1
SOCIAL SECURITY

NUMBER 1_

1 1_
C

1LAST

PRESENT ADDRESS 1

min'

1
ID 0 DIA

1 Z iD

PERMANENT ADDRESS

WREST

1

=V
1

STATE

1 zip

PHONE NO. 1

STSEZT CDT STATE

IP RELATED TO ANYONE IN OUR EMPLOY.
STATE NAME AND DEPARTMENT 1 REFERR ED

BY 1
st

II
'5

EMPLOYMENT DESIRED

POSITION 1 DATE YOU
CAN START 1

SALARY
DESIRED 1

0
-.I

ARK YOU EMPLOYED NOW? 1 IF SO MAY WE INQUIRE
OF YOUR PRESENT EMPLOYER 1

EVER APPLIED TO THIS COMPANY BEFORE? 1 WHERE 1 WHEN 1
Z
aar
eit

IPTT

IPTT

IPTT

EDUCATION NAME AND LOCATION OF SCHOOL.
YEARS

ATTENDED
CATE

GRADUATED SUBJECTS STUDIED

GRAMMAR SCHOOL 1 1 1

HIGH SCHOOL 1 1 1

COLLEGE 1 1 1

TRADE.. BUSINESS OR
CORRESPONDENCE

SCHOOL
1 1 1 1

SUBJECTS OF SPECIAL STUDY OR RESEARCH WORK 1

WHAT FOREIGN LANGUAGES DO YOU SPEAK FLUENTLY? READ WRITE 1

ACTIVITIES1 CIVIC. ATHLETIC. ITC. 1
SATIONII. TIM MARS OR CHAR4031M OP WHICH INDICATis TN1 SACS, CRISS. SRL HAS OR NATIONAL ORIGIN OP ITS .1

(CONTINUED ON OTHER SIDE)

321

338



FORMER EMPLOYERSsosissem=s1L-se.,
OAT(

MONTH AND YEAR

(LIST BELOW LAsT POuR EMPLOYERS. STARTING WITH LAsT ONE FIRST.)

NAME AND ADDRESS OF EMPLOYER SALARY POSITION REASON FOR LEAVIN

FROM 1

-
1 1 1 1 1TO

FRO". 1 1 1 1

1

FROM 1
1 1 1 1

1

FROM 1
1 1 1 1

TO 1

REFERENCES2 owl arum THE NAmts op THREE PERSONS NOT RELATED TO YOU. WHOM yOU HAVE MOWN AT LEAST oNa YEAR.

NAME ADDRESS illuSINESS
YEARS

ACOLIAINTEI

I
1 1_ 1 I

3
1 1 1 1

3 1 1 1 1

PHYSICAL RECORD:
LIST ANY PHYSICAL DEFT=

el Is tosossisT000 ?MAT ONLY roreaurgo onsars max IHT (pm TO OW IMPLOVNINT To AN APPLICANT.)

1

WERE YOU EVER INJURED? 1 GIVE DETAILS 1

HAVE YOu ANy DEFECTS IN HEARING? 1

IN CASE OP
EMERGENCY NOTIFY

BANE

IN VISION? 1 IN SPEECH?

1
.001gss PHONE NO.

AUTHORIZE INvEsTIGATION op ALL. STATEMENTS CONTAINED IN THIS APPLICATION. I UNDERSTAND THAT MISREPREsENTATION
OMISSION OF FACTS CALLED FOR IS CAUSE FOR DISMISSAL FURTHER. I UNDERSTAND AND AGREE THAT MY EMPLOYMENT Is FOR
DEFINITE PERIOD AND MAY. REGARDLESS OF rHE DATE OF pAyMENt op My WAGES AND SALAHy. 111 TERMINATED AT AN7 TWITHOUT ANY PREVIOUS NOTICE.

DATE 1 SIGNATURE 2

DO NOT WRITE BELOW THIS LINE

INTERVIEWED BY OATS

REMARKS-

NEATNESS
CHARACTER

PERSONALITY ABILITY

HIRED FOR DEPT. POSITION WILL REPORT
SALARY
WAGES

APPROvEGt 3
EMPLOYMENT NANAJER
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PHONE ETIQUETTE

Calling prior to applying in person can be advantageous for several reasons.

1) You can make phone calls to save time in gathering information.

2) You can make initial contact with the interviewer.

3) You can save transportation costs.

STEP I:

STEP II:

Ask for a specific person in personnel or the person
responsible for hiring.

Identify yourself, first and last name, and the reason
you are calling.

1) To ask for more informatRmconcerning the job
opening and/or

2) To state an interest in the job.

The interviewer might request that you send a resume
or state that there are no openings. At that point,
ask if you can checkback later and close by thanking
the interviewer.

STEP III:

STEP IV:

STEP V:

STEP VI:

STEP VII:

Inform the interviewer of your qualifications - sell
yourself!

Ask the employer for an interview.

Restate the interview date and time and write them
down.

Ask the interviewer for specific directions to his/her
office. Write them down and don't lose the directions.

Thankthe interviewer and close with "I'm looking forward
to meeting you".
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IAIZAVIAW VAJ.14,
SESSION 3 & 4
Competency: The participant will learn about interviewing techniques and proper etiquette.

He/she will be able to recognize the key elements involved in the interview
process.

Indicator(s): Completing the Comparison and Interview Rating
view, writing a general follow-up letter and a
finally employment!

Activities

Forms, going on an actual inter-
rejection follow-up letter, and

Recommended Resources

=VITT 1 Review Module II Session 2, of the Pre-Employment Skills
Training Program on page 17 of the Participant Manual.

ACTIVITY 2 Use the filmstrip series intitled "Job Interview Skills"

ACTIVITY 3

7.:TIVITY 4

-CTIVITY 5

At.this time, have the participants complete the job
application form on page 28 which will be used in
conjunction with the mock interview.

The participants will participate in a mock interview
with the instructor at this time. Have the participants
complete the Interview Rating Form and the Comparison
Form after the interview. A class discussion will follow.

The participants will participate in mock interviewing
sessions at this time. Divide them into two groups, select
one participant to act as the interviewer, and one as the
interviewee in each group (video tape at least one
interview if possible). Let the other group members
critique the interview by completing the Comparison Form
and the Interview' Rating Form. If a video is used, replay
the tape stopping at various points to allow for class
discussion and for the completion of their respective
forms. A class discussion will follow each interview.
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Fs "Job Interview
Skilla" (ED1343)
is a four-part color-
sound film-strip
program designed to
teach the student the
practical skills needeC
to obtain an interview,
the skills needed to
prepare for the inter-
view and the behavioral
and verbal skills
needed on an interview.
The program also
presents the reasons
for using these skills
and attempts to
provide the motivation
for the student to
practice and improve
his or her skills
for job interviews.



Activities ,Recommended Resource

ACTIVITY 6: At this time, discuss with the participants the
importance of the follow-up letter on page28 of the
Participants' Manual. Afterwards have them write
their own follow-up letter which will be read aloud
to the class. Remind the participants that this
letter will be sent to their actual interviewer.

ACTIVITY 7: The participants will now write a rejection
follow-up letter. This letter will also be read
to the class and sent to their actual interviewer.
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Di spl ay 69.

How to Administer the Unit
Purpose

Starting a new job or career, whether it is
with a different company or the result of a
promotion or transfer, requires careful
planning. This unit was developed to
introduce students to the procedure
involved in changing jobs.

326

Major Concepts to
Be Developed

Since the following primary concepts go
beyond a statement of the unit objectives
to form a conceptual framework for the
unit, you may wish to discuss and develop
them with the class.

Promotions are earned only after hard
work. A worker must plan for the
promotion and do what s(he) can to
make it happen.

- The procedure a worker follows to
change jobs can affect his/her chances
of obtaining further employment. A
worker who improperly resigns from a
job is hurting himself/herself as well as
the employer. Walking out of a job,
losing one's temper, and being in-
considerate are several ways a worker
can damage his/her future employment.

There are advantages and disad-
vantages to changing jobs. Careful
thought should be given to the change.
The advantages and disadvantages of a
new job and/or career should be
carefully weighed.
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List of Student Objectives

The following list of student objectiv9s
(descriptions of intended learning out-
comes of the unit) also appears in the
front of the student booklet. It is included
there to let the student know exactly wh3t
s(he) is expected to be able to do rAfter
completing the unit. It can also be used as
a table of contents for the booklet and as
a checklist for keeping track of the
student's progress as s(he) works through
the booklet.

This list gives the objectives in a short
form for convenient reference. There are
two kinds of objectives: a performance
objective and several knowledge ob-
jectives. Further explanation of the ob-
jectives, including standards of per-
formance, can be found in this guide
under Unit Test Answer Key (for the
knowledge objectives) and Performance
Test Answer Key (for the performance
objective).

1. List five qualities your employer looks
for when thinking about promoting you.

2. List the four steps in a promotion plan.

3. Name four good reasons for resigning
from a job.

4. List five rules (do's and don'ts) for
resigning.

5. Write a letter of resignation.

6. List four disadvantages to think about
before ciianging careers.

7. 1it "Ctie four steps to take if you lose
your job.

The performance objective
is marked D>o it!

327

344



Content Outline

I. Working for a Promotion
A.Qualities an employer considers

in promoting workers
1. training
2. experience
3. ability to get along with others
4. leadership ability
5. work habits
6. quality of work
7. amount of work
8. competition-how the employ-

ee compares to other qualified
applicants

B. Planning for promotion
1. deciding on the job goal
2. determining what the quali-

fications are for that job
3. finding out whether one has the

qualifications
4. doing what is necessary to qualify

for the job
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II. Resigning
A.Good reasons for resigning

1. better offer elsewhere
2. employee changes
3. job changes
4. dead-end job

B.Rules for resigning
1. Do try to solve the problem

without resigning.
2. Do give two weeks' notice.
3. Do resign politely and in person.
4. Do write a letter of resignation.
5. Don't resign until another job is

found.
6. Don't tell co-workers that you are

job hunting.
7. Don't criticize the old job when

applying for a new job.
C.Writing a letter of resignation

1: form
2. content

a. says employee is resigning
b. says why employee is resigning
c. says when employee is leaving
d. says something good about

having had the job
e. thanks the employer for the job

3. appearance

III. Changing Jobs
A.Changing careers: disadvantages

1. extra training
2. less pay
3. moving
4. loss of investment

B.Losing a job
1. find out why
2. investigate the benefits
3. consider job options
4. begin a new job search
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Competency-Based Structure of the (Ink:

Competency-based instruction is de-
signed to bring each student to a preset
standard of performance on a well-
defined task, or competency. The task to
be performed is described in an objective,
which also states the conditions under
which the task will be performed and the
standard of performance that must be
achieved.

Let's look at an example. Suppose you're
teaching a ten-hour course in bike riding.
At the end of the course, Emily can ride
with no hands on the handlebars and do
figure eights. John can just do straight
riding, while Amy still hasn't got the hang
of riding on two wheels. You might decide
to give Emily an A, John a B or C, and Amy
an F.

In a competency-based course you decide
before the course begins what skills the
student must master to pass the course.
These are translated into objectives,
which are communicated to the student.
For instance, an objective might be: "Ride
a bicycle for 200 yards on a level paved
road without stopping." Emily may be
able to do this after one hour. John will be
able to do it before the tenth hour. But
Amy will need extra helpperhaps a dif-
ferent type of instruction or extra hours of
coaching.

At the end of the course, if the extra in-
struction succeeds with Amy, all three
students can ride a bike and all receive a
"pass" for that objective. The goal of
competency-based instruction is to have
all students reach the preset standard of
competence. This goal is met by adjusting
the amount of time and instruction to the
individual, rather than keeping the time
and instruction constant and comparing
one student's performance after the
instruction to another's by using an ABC-
OF scale.

This story illustrates some of the features
of competency-based instruction:

1. Objectives are stated in terms of
observable, measurable activities.

2. Students, as well as instructors, have a
list of the objectives. If the student is
expected to do something, s(he) must
be told what it is.

3. The instruction and tests are matched
to the objectives.

4. A student's performance is evaluated in
comparison to the test standard, not to
the performances of other students. If
the performance meets that standard,
the student passes the objective. If not,
the student does not pass the objective
and should be given additional instruc-
tion until s(he) can.

The structure of Job Changes fits well in-
to competency-based instruction. This
unit, like all others in the Employability
Skills Series, contains:

objectives describing intended learning
outcomes
instruction on each objective designed
to help students attain competence
tests to measure each student's
competence on each objective by com-
paring his/her performance to a test
standard rather than to other students'
performances.

The emphasis is on encouraging each stu
dent to continue working on each objec-
tive until s(he) masters the competency.

In the Employability Skills Series, two
types of objectives have been designed:
knowledge objectives, which tell the st:.:-
dent the information s(he) should k. ow
by the time s(he) completes the ins ..uc-
tion (e.g., list the four steps in a promo-
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tion plan); and performance objectives,
which tell the student what skills s(he)
must have before finishing the unit (e.g.,
write a letter of resignation).

A student's competence in the
knowledge objectives is measured by a
written unit test, or posttest, which s(he)
takes after completing the booklet.
Check the student's unit test against the
answer key to see whether all questions
covering the knowledge objectives were
answered correctly. A student who does
not make a passing score on the post-
test should be told which objectives
s(he) still needs to work on, and s(he)
should receive additional instruction un-
til s(he) can pass the posttest. In this
way, you ensure that each student
achieves competence on the knowledge
objectives. Some students may succeed
on the first attempt; others may need a
second or third try.

A performance objective, marked with an
arrow, requires the student to
demonstrate his/her ability to perform a
task. There is a performance test cover-
ing the performance objective within the
student booklet. The performance test
includes directions for carrying out the
performance test arid a performance
checklist by which the student's per-
formance will be assessed.

After the student completes the per-
formance test, s(he) shows it to you and
you check it against each item on the
checklist. Point out any deficiencies in
the student's performance and en-
courage the .dent to correct them.
The Instructor .1ecorcPSheet on page 35
is included to help you keep track of
whether each student lies passed the
performance objective.
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Procedures

The student booklet is self-contained,
self-instructional, and designed for
flexibility so that it can be used in a
variety of ways. The basic procedures
described below for using the unit were
effective during field testing. Working at
their own pace, without additional ac-
tivities, field-test students took four to six
hours to complete the booklet. However,
the unit can be supplemented, expanded,
or shortened to suit you and your
classroom.

As the, instructor, you should:

1. Look over the student booklet. Decide
whether to use the unit as it is, to
shorten it by eliminating some ob-
jectives, or to expand it by including
additional activities and resources.
Note: If any objectives are omitted from
the instruction, the teat items
corresponding to those objectives
should be deleted from the unit test.

2. Administer the pretest. This is optional;
the unit will be effective without it.
However, pretest results may be useful
for (1) obtaining information on how
much the class already knows about
the knowledge objectives or (2)
selecting objectives for individual
students, if desired. This test covers
only the knowledge objectives. The
pretest (Unit Test: Form A) is on page 27
of this guide; the answer key is on page
25. Record the results (pass or fail) on
the instructor Record Sheet under
"Pretest."

3. Distribute and introduce the booklet to
students. Conduct a brief discussion of
the importance of following the
procedure to change jobs, and relate
the topic to your course. This may be a
good time for a filmstrip or movie on the
subject (see Resources), or for having
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students who have changed Jobs
describe their experiences. Then in-
troduce the booklet itself. Have
students read the objectives on page 7
of the booklet. Explain:

that the objectives describe what
they will be learning to do
how the knowledge objectives differ
from the performance objective
in terms of content and testing
procedures
the relationship between the
objectives, self-tests, performance
test, and the unit test, and the dif-
ferences between the kinds of tests
the procedure you will use for check-
ing their work. (See Classroom
Management.)

4. Have students work through the
booklet. The booklet is self-contained
and self-instructional; it is designed to
teach the knowledge and skills tested
in the unit test and the performance
test. While students go through the
booklet, you will be:

answering questions
managing the instruction (seeing that
students are working on the correct
objective and have the necessary
materials; checking the performance
checklist to be sure the student has-
correctly performed the task, etc.)
providing enrichment activities and
resources. Filmstrips, field trips,
and other activities such as those
suggested in the section, How to
Enrich the Unit, increase motivation
and make the unit more interesting to
students. For students at the higher
grade levels, it is particularly impor-
tant to supplement the unit with
more challenging activities to main-
tain their interest.

5. Review the unit. If students are taking
the posttest (Unit Test: Form 8) on an
individual basis, they should be en-
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couraged to review the unit on their
own by making sure they can do the
knowledge objectives before taking the
posttest. For this purpose, the student
booklet contains a unit review page. If
the whole class will be taking the
posttest at the same time, it is helpful
to review the objectives as a class.

6. Evaluate and record each student's
progress.

Self-Tests. You do not need to check
the selftests on the knowledge ob-
jectives in the student booklet. These
tests are part of the instruction, a way
for the student to test himself/herself
on questions similar to those which
s(he) will have to answer on the unit test
upon completion of the unit. It is the
unit test that evaluates the student's
competence on the knowledge objec-
tives; the self-test is simply part of the
instruction.

Performance Test. Student responses
to the performance test contained in
the booklet should be shown to you for
your approval. If the student passes the
objective (i.e., the student's work meets
all of the criteria in the checklist), put a
1 under that objective on the Instructor
Record Sheet. If the student's work
does not meet all the criteria, a 0 should
be entered under that objective, and the
student should receive additional in-
struction until s(he) can pass the
objective.

You may wish to change or add criteria
to the checklist. If so, inform the
students of the changes and see that
adequate instruction is provided to
enable students to meet the new
criteria. Once the student has been

348



checked off on the performance ob-
jective, s(he) does not have to do it
again after completing the unit.

Unit Test. A student's competence on
the knowledge objectives is measured
by a written unit test, or posttest, which
s(he) takes after completing the unit.
Two forms of the unit test are given in
this guide. There are slight differences
in the two forms, but they cover the
same objectives and have the same
correct answers, which are given in the
Unit Test Answer Key. Form A can be
used as a pretest and Form B as a post-
test. If any objectives have been omit-
ted from the instruction, the cor-
responding questions should be
omitted from the unit test.

Check the student's unit test against
the answer key. If the student did not
answer each question correctly, you
should point out which knowledge
objectives need further work, and direct
the student to additional study on
those objectives. This may consist of
reviewing the appropriate section of the
unit, using alternative resources,
receiving individual tutoring, or working
with other students in a small-group
problem session. The emphasis should
not be on the student's failure, but on
encouraging the student to continue
working on an objective until the
competency is mastered. If a large
group of students has difficulty with a
particular objective, you may wish to
review that section of the unit with the
class. Before administering the unit
test, decide what the passing score
should be. In field testing, the passing
score on the unit test was set at 80
percent. For this particular unit,
students had to answer five questions
out of six correctly to receive a passing
score of at least 80 percent.

Record the results of the posttest on
the Instructor Record Sheet, under
"Posttest, 1st Try." These results
should be recorded on a pass-fail basis
for the test, such as using a / for a
student who makes the passing score
and a 0 for a student who does not. A
student who does not pass should
receive additional instruction on the
objectives missed until s(he) can pass
the posttest. Form A may be used for a
second try on the posttest. All students
should eventually achieve a passing
score on the posttest, and have a 1
entered under. "Posttest" on the In-
structor Record Sheet before leaving
the unit.

Summary of Requirements
for Completing the Unit

The student has completed the unit
when s(he) has:

1. made a passing score on the
posttest (unit test)

AND
2. passed the performance test.



How to Enrich the Unit

The discussion questions, activities, and
resources included on these pages can be
used to introduce the unit or individual
objectives, supplement instruction, or
provide toplcs for further exploration for
advanced students.

Discussion Questions

1. Do you thlnk it is all rlght to change
jobs often? Why? Why not?

2. What does success in a career mean to
you? Money, fame, servlce to others, a
job that leaves you time and energy for
other interests? Discuss how success
means different things to different
peopIe.

3. Which of the qualities that are needed
for a promotion do you need to improve
on? What can you do now to improve
these qualities? How do you know
which qualities need the most
improvement?

4. Why is it not a good idea to criticize
your former emplcyer to a new
employer?

5. If you are planning to resign, why is it
not a good idea to tell any of your co-
workers?

6. Make a list of good reasons and a list of
bad reasons for changing jobs.

7. Why is it important to be in good
standing on your old job before making
a change to a new job?

8. Do you know some people who have
changed their careers? Why did they do
it? Are they sorry or glad that they
changed?

9. Promotion brings higher pay, but it may
also mean increased responsibility,
longer hours, and greater pressure and
worry. Is promotion always desirable?
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Additional Activities

Objective(s)

1. Qualities considered for
a promotion

Activity Time

Identify and Improve deficient areas.

Interview employers.

outside class

one class period

2. Plans for promotion
4. Rules for resigning

Role-play job changes. one class period

3. Reasons for resigning
7. Losing a job

Give a report. research time, plus
class time for oral
reports

6. Changing careers Discuss career changes. one class period

All objectives Interview people who have changed their
lobs.

Write own success story.

Research a successful person.
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one class period

one class period

research time, plus
class time for oral
reports



Materials Procedure

Have each student identify and make a plan to improve his/her weak
areas from qualities an employer considers for a promotion. The stu-
dent can periodically review his/her progress with the instructor.

cassette recorder (optional) Have students interview local employers to find out what qualities
they consider when thinking about promoting employees.

props Have the students roleplay resigning and/or asking for a promotion.
Have other students give their evaluation.

Assign students research topics dealing with Job cianges (changing
Jobs in America, unemployment, etc.) and have them present this In-
formation to the class.

cassette recorder (optional) Have a class debate/discussion about the pros and cons of changing
careers.

cassette mcorder (optional) Have each student interview someone who has changed careers, lost
a Job, gotten a promotion, or changed Jobs.

library resources

Have each student write a success story about himself/herself,
describing the kind of success s(he) would like to achieve, and how
s(he) would go about achieving it. It could be in the form of a short
autobiography.

Have each student select a person s(he) considers successful, and
report to the class on the way that person achieved success and the
student's reason for selecting that person.
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Resource.

This section describes a few of the many
materials available for teaching em-
ployability skills. A more complete ilst of
resources may be found In A Guide to
Employability Skills Materials (1975),
published by the Florida Department of
Education and distributed by district
vocational education and career
education directors. However, neither of
these publications can Ilst all existing
materials on the subject. Some excellent
resources have undoubtedly been
missed, and new ones are constantly
becoming available. Inclusion of
materials in this list is not to be con-
sidered an endorsement of a product,
producer, or approach by the Career
Education Center, Florida State Univer-
sity, or the Florida Department of
Education.

The annotations are grouped by media,
and include the name of the publisher or
source, a brief description, and the price
and date of publication whenever this
information was available. The materials
are suitable for senior high school
students unless otherwise indicated.
Materials marked with a have been
designated by the publisher as being
suitable for students with lower reading
level, learning disabilities, or low motiva-
tion. Spanish availability is marked with
a 0 .

This listing provides information for
buying or renting specific materials. It
also includes a special section on free or
inexpensive materials. However, you can
probably borrow many employability skills
materials. Check with your school media
center, your guidance counselor, your
cooperative program coordinator, and
with other faculty members in vocational
and academic departments. Occupational
specialists or placement and follow-up
offices may have materials or know where
they can be found. District career
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education directors sometimes shave
collections of materials, and the district
media center often stocks films and
other resources. The Florida State
Employment Service is another good
source.

Human resources should not be
overlooked. Governmental agencies,
employment services, and personnel
directors can often provide speakers as
well as materials.

Free and Inexpensive Materials

Some materials are available at low cost
from various agencies and businesses.
Here's a short Ilst to get you started.

A Guide to Employability Skills Materials
(1975)
CareersEducatIon Center
Florida State University
415 N. Monroe Street
Tallahassee, FL 32306
Purchase price: $.75, 88 pp.

How To Get and Keep the Right Job
Carnation Company
Public Relations Department
Carnation Building
5045 Wiltshire Boulevard
Los Angeles, CA 90036
Purchase price: free.

Labor Market Trends
Basic Labor Market information
Florida Employment Bulletin
Florida Employment and Unemployment
Florida Department of Commerce
Publications
Division of Research and Statistics
Tallahassee, FL 32304
Audience: Professional
Purchase price: free.
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Mr. Employer, Information for You on the
Florida Unemployment Compensation
Law
Florida Department of Commerce
Division of Employment Security
Bureau of Unemployment Compensation
Room 109 Caldwell Building
Tallahassee, FL 32304
Purchase price: free, 16 pp.

Unemployment Insurance
State of Florida
Department of Commerce
Division of Employment Security
Bureau of Employment Compensation
Room 109 Caldwell Building
Tallahassee, FL 32304
Purchase price: free, 7 pp.

Why Young People Fall to Get and Hold
a Job (1974)
New York Department of Labor
Public Information Office
2 World Trade Center, Room 7315
New York, NY 10047
Purchase price: free, 16 pp.

The Workmen's Compensation Law
Division of Labor
Bureau of Workmen's Compensation
State of Florida
Department of Commerce
1321 Executive Center Drive East
Room 201 Ashley Building
Tallahassee, FL 32301
Purchase price: free, 118 pp.

Contact your local Florida State Em-
ployment Service office for the following
free pamphlets:

Completing Job Applications
Fact Sheet for Job Interviews
Getting Educational Credit
Job Finding Tips for the Handicapped
Job Finding Tips for Women
Job Rnding Tips for Youth
Looking for a Job
Looks Aren't Everything But They Help
Preparing for Civil Service Tests
Preparing for Job Interviews
Preparing Resumes
Where to Look for Jobs

Cassettes

0 World of Work I: On the Job (1969)
Educational Design, Incorporated
47 West 13th Street
New York, NY 10011
Grades 6-12
Purchase price: $229.50 (20 cassettes, 24
student booklets, 1 instructor's guide).

Each of these cassettes is a self-
: )ntained unit that can be used in-

. iidually or with a group. Topics include
N ew on the Job, Dealing With Super-
visors, Moving Up or Out, and The Rules
of the Game.

0 Lead the Field (1973)
NightingaleConant Corporation
6677 North Lincoln Avenue
Chicago, IL 60645
Grades 10-12
Purchase 'price: $175 (12 cassettes, 30
student workbooks, 1 teacher's manual).

These cassettes emphasize attitudes and
qualities needed for success in any job.
The topics include: goal setting, self-
discipline, recognizing opportunity,
positive attitudes, and personal growth.
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Films

Careers in the Office: Getting a Promotion
(1971)
Encyclopedia Britannica Educational
Corporation
425 North Michigan Avenue
Chicago, IL 60611
Grades 7-12
Purchase price: $185 (Rental price: $9).

Thls film shows how three young women
who have worked for a year return to their
high school as consultants during a
career day program. Although the young
women's advancements am In different
fields, they illustrate the same
qualifications, abilities, and willingness
to tackle their jobs with enthusiasm.

Your Job: Getting Ahead (1968)
Coronet Instructional Media
65 East South Water Street
Chicago, IL 60601
Grades 10-Adult
Purchase price: $218 (color, 15 min.);
$109 (B&W, 15 min.).

Experienced workers give tips on getting
ahead. Questions about changing jobs
and picking areas for advancement are
answered frankly.

Get That Job: Changing Jobs (1974)
Coronet Instructional Media
65 East South Water Street
Chicago, IL 60601
Grades 10-Adult
Purchase price: $200.

There's more to changing jobs than just
giving two weeks' notice. In this film, Jan
learns how to objectively evaluate her
present job, how to find new job leads,
and how to properly resign from her old
job.

Filmstrip

Job Attitudes: A Job That Goes
Someplace (1970)
Guidance Associates
757 Third Avenue
New York, NY 10017
Grades 9-Adult
Purchase price: $48 (2 cassettes, 2
filmstrips, 1 discussion guide).

This set Includes a discussion of basic
work values, common work problems
such as hazing, moving up on the job, and
a look at the life styles of four skilled blue-
collar workers.

Kit

Career Directions: Staying With it and
Getting Ahead (1974)
Changing Times Educa ion
1729 H Street, Northwest
Washington, DC 20006
Grades 7-12
Purchase price: $76 (2 filmstrips, 2 .

records, 2 cassettes, 2 transparencies, 2
spirit masters, 30 student booklets, 1
teacher's booklet).

This kit helps students to orient them-
selves in the world of work, learn to
succeed on the job, identify on-the-job
problems, and learn ways to get ahead. It
contains two parts: Getting Along on the
Job and Getting Ahead on the Job.



Print

Turner Career Guidance Series (1974)
Follett Publishing Company
1010 West Washington Boulevard
Chicago, IL 60607
Grades 10-12
Purchase price: $7.20 (1 series of 6
workbooks); $1.20 (1 workbook).

The 6 workbooks contain stories about
the jobs of several young people. Each
workbook deals with a major concern of
occupational and career experience, such
as changing a job and training for a job.

World of Work Kit (1969)
McGraw-Hill Book Company
Webster Division
1221 Avenue of the Americas
New York, NY 10020
Grades 7-Adult
Purchase price: $111 (50 titles, 20 copies
each).

This collection of 50 illustrated fictional
booklets is designed for junior and senior
high school students, with particular
emphasis on the urban, noncollegebound
student who may enter the job market at
an early age. This kit is divided into 3 sec-
tions: Getting the Job, Keeping the Job,
and Advancing on the Job. The booklets
are written at a fifth-grade reading level.

How You Can Get a Better Job (1972)
American Technical Society
848 East 58th Street
Chicago, IL 60637
Grades 10-12
Purchase price: $4.

This book contains guidance on human
relations.



Display 70.

JOB SKILLS
Youth employment Competencies

I. Identify resources and procedures for seeking a job.

A. Use help wanted ads as a source of job information.
B. Identify the free services provided by the state employment

agency in helping people find jobs and job training.
C. Determine how private employment agencies operate to help

people find jobs for a fee.
D. Identify the procedures involved in applying directly for

jobs at company personnel offices.

2. Complete a job application form.

A. Identify the purpose of job application forms.
B. Read and complete those parts of a job application form

asking for personal facts.
C. Read and complete those parts of a job application form

asking for job interests and job skills.
D. Read and complete that part of job application form asking

for references.
E. Read and complete those parts of a job application form

asking for education and employment records.

3. Demonstrate ability to participate effectively in a job interview.

A. Identify the purpose of job interviews.
B. Identify the necessary steps in getting ready for a job

interview.
C. Differentiate between appropriate and inappropriate behavior

during a job interview.

4. Identify proper work habits, attitude, and behavior.

A. Identify the purpose of the probation period at the start of
a new job.

B. Identify appropriate behavior in learning the job and
working with others.

C. Distinguish between good and bad work
D. Identify the factors that make up a positive job attitude.
E. Recognize acceptable ways of dealing with problems at work.

5. Describe standard benefits and payroll structures.

A. Define basic terms about wages and salary, identify standard
paycheck deductions, and do simple computations related to
salary.

B. Identify and describe common company benefits.
C. Identify the purpose of workers' compensation and describe

the benefits it provides.
D. Identify the purpose of unemployment insurance and disabil-

ity insurance and describe the benefits they provide.
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6. Develop a personal career plan.

A. Identify career goals and how to achieve these goals based
on personal and labor market information, including a career
plan.

B. Assess personal aptitudes, abilities, interests, values, and
needs.

C. Determine an occupational preference and make a career
choice based on assessment of needs.

D. Recognize that career goals and planning is an on-going
rather than a single life event.

7. Use labor market information to find jobs.

A. Identify the requirements for various fields of work.
B. Describe where and how to get labor market information.
C. Use information sources and occupational and professional

organizations to identify occupations and professions.
D. Evaluate educational opportunities including college,

vocational training, home-study programs, adult and life-
long learning.
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MAINE

Pre-employment Cumpetency Areas

And Specific Competencies

Competency Area: Career
Decision-Making

Competency Area: Life/
Work Management

Competency Area: Job
Getting

Competency Area: Work
Maturity

Specific Competencies - Specific Competencies - Specific Competencies - Specific Competencies -
Client is able to: Client is able to: Client is able to: Client' is able to:'

Self-Assessment - Assess Managing Personal Job Seeking - Identify Dependability/Reliability
values, identify skills,
describe obstacles to

Responsibility - Provide for job opportunities Maintain an acceptable
attendance record, mainbasic needs, transporta-

employment tion and day care. Ilse tain punctuality, give
consumer skills, manage Resumes and applications - notice of interruptions
money. Be aware of emOloy- Complete an application demonstrate reliability

Career Awareness - Identify ers' expectations regarding and a resume follow rules of the
career clusters, know
specific jobs in clusters

substance abuse, work place

(,,, and job duties
-I.
rs.) Problem Solving/Coping -

Contact Skills - Contact Communication Skills -
employers by phone, Follow instructions, as

Identify a problem, get %
letter, or in person for clarification, use

Labor Market Information - more information, analyze
it, develop alternatives,

select a course of action,
persevere through
obstacles

Interviewing - Schedule,

listening skills

Personal Relations - Main

Describe current local
labor market, growth
occupations, relate
career choice to local
labor market

Career Choice -

prepare for, complete,
and evaluate an interview

tain positive attitudes
toward others, accept
supervision and criti-
cism, cooperate with
others and accept chai
of command

Select an appropriate
career goal, know how
skills could be used in
other jobs, plan for
career goal and develop
specific steps

Initiative/Productivity -
Organize time effective
ly, be responsible, carl
about the quality of wol

Worker Rights - Understani
use of tax forms, emplo
ee benefits, legal righ
and responsibilities of
the work place
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Teaching Work Maturitr

The National Alliance of Business has conducted extensive youth employment competen-
cies technical assistance and training nationwide. One of the exercises used with
employment and training practitioners is called the "Ideal Worker." In this exercise, the
group is asked to name twenty traits that a young person leaving JTPA and entering a job
should have. Usually, 75-85% of the answers fall into the work maturity category,
underscoring the importance of such competencies. When asked how program participants
are taught work maturity, the responses of such groups, which generally represent a large
number of SDAs, range from vague to silent. It almost seems as if people are surprised by
the notion that, just like interviewing, reading, and typing, good work habits are best
14,;.rned in an environment in which both the "teacher" and the enrollee are aware that
learning is occurring.

Work maturity components could be much more effective if job site supervisors
(functioning as teachers and role models), participants, and program staff all worked
together knowingly in a planned intervention strategy which had clearly formulated goals,
procedures, and duties. Results would constitute more than the by-products of "assump-
tive osmosis," under which youth are simply put into a work setting with the belief that
they will learn through the mere presence of real world employers and employees.
Measurement and demonstration of outcomes would certainly have a more solid founda-
tion. Many pay lip service by saying they understand the work maturity competencies
acquisition process, yet few do. Much effort needs to be extended in this facet of
competency-based learning, and the "honeymoon period" is running out.

In establishing activities and approaches to teach work maturity competencies in a
comparable and consistent fashion, several foundational building blocks should be set up:

o preparation of youth for onsite work maturity components including modular
sessions on roles, responsibilities, expectations, and relationships, and written
conduct code, counselor/enrollee contract (copy to site), and participant
handbook;

o orientation of employers, site supervisors/employees, and other involved volun-
teers from the community to be "teachers"/positive role models and actively
intervene to correct negative/inappropriate actions in a planned, well thought
out fashion entailing informational, instructional, and procedural sessions,
interactive discussions, role playing and simulated situations, tie-ins to awards
banquets, and written program/worksite agreement (copy to participant) and
worksite supervisor/co-worker manual; and,
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o development of staff, instructors, counselors to be "teachersVpositive role
models and actively intervene to solve problems and remedy improper actions in
a clear, focused manner encompassing an in-service course on effectively
functioning as a helper to youth in work maturity situations, and a written
program guidebook.

Linking all of these pieces together should be an overall work maturity "learning pact" for
each enrollee which clearly specifies the mutual obligations and benefits of youth,
program sites, and the project, and is signed by all three parties.

Quality supervision is often considered the most important factor in the progress of youth
toward work maturity. Such supervision may be described as direct, close, and attentive.
Young people are treated as individuals, with respect needing to be earned; they are not
coddled or overprotected. Adult supervisors skilled in the tasks at hand lay down the
rules and invoke a sense of decorum and discipline. They hold youth to fair standards that
are clearly expressed, understandable, and firmly yet sensitively applied, and provide
youth with constant feedback about their performance. Young people seem to respond
well to real work that is useful, productive, and has ever increasing responsibilities.
Fostering the "art of supervision" getting the job done with youth just starting should
be the primary focal point in a work maturity undertaking. Through good supervision,
young people may be able to acquire those amorphous, often intangible yet pivotal
characteristics: self confidence, motivation, and enthusiasm.

The accepted wisdom holds that onsite supervisor-to-enrollee ratios should not be greater
than 1:3, and recommends a "work crew" concept ratio of no more than 1:6. Opinions to
the contrary are not hard to find, however. Grouping participants is pretty much
controlled by "whatever works" locally. The question of length and intensity of
participation is serious. The minimum duration for demonstration was discussed under
measurement. How long and how often young people are involved in learning work
maturity is dictated by the "down and dirty" concept. Work maturity may just be teaching
young people to "play the game." They don't have to "buy it," but they do have to
understand it, feel it, and do it. The length and intensity should be decided by that period
of time and frequency of intervention that it takes to get dirty hands which won't become
instantly clean at the merest touch of rainwater. A strong cleanser should still be able to
provide freedom of choice, however. In addition to the general approach, time and timing
will also depend on how dysfunctional an individual's work habits, attitudes, and behavior
patterns are.
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All too often, the little things tend to get either overlooked or assumed on the basis of
familiarity. To avoid this, those establishing competency-based work maturity activities
and components should concentrate on some basic mechanics related to the efficient
utilization of program sites. These include the site matching/assignment process, the
maintenance of a site bank containing an inventory, description, and analysis of each site's
strengths and weaknesses, and the provision of the type and amount of project support
required at each site.

In work maturity, young people must learn to accomodate their actions to the require-
ments of the workplace. They first need to understand the positive work habits, attitudes,
and behavior patterns that are expected, their importance in the labor market, and the
extent to which they must be demonstrated in order to keep a job. This is the cognitive
aspect of work maturity competencies acquisition. Participants must then have the
opportunity to develop, practice, improve upon, and exhibit these capabilities through
actual performance. This is the affective part of teaching work maturity competencies.

Cognitive learning can take place in workshops, classroom activites, world of work
awareness modules, counseling, or structured exercises entailing task completion, problem
solving, etc. Affective growth is best fostered through hands on, experiential involvement
in an actual work setting, and could occur through youth tryout employment, on-the-job
training, internship, work experience, vocational exploration, cooperative/distributive
education, etc. The most effective approach for teaching work maturity competencies
would involve both cognitive and affective learning activities and components,i.e., a
combination of classroom for the "knowing" and onsite for the "showing." Depending on
participant characteristics, these components could be run consecutively or concurrently.

The classroom portion of the work maturity learning experience should be designed to
simulate a worksite wherever possible. The simulation of the work environment would
resemble job conditions, expectations, rules, and discipline, with the trainees treated as
employees. Supervision would be conducted with formality. Appropriate regulations, such
as safety procedures, would be enforced. "Time clocks" (or their equivalent) would be
punched. To make the classroom seem more like work, young people would be "hired," not

enrolled. Participants would be called "employees" and would occupy "work stations"
instead of training areas. Instructors would be "supervisors," and any separation for
negative reasons would mean that the young person was "fired," not terminated. While no
classroom can either substitute for or exactly reproduce the reality of the workplace,
demonstration in a close approximation is a fair indicator of how well the enrollees can be
expected to perform in a job setting. It will also point out problem areas which need some

345

363



remediation. Displays 72 and 73 offer some helpful hints for teacq: maturity in a
classroom setting. (See Displays 72 and 73.)

There are a great number of commercially available packages designed to teach the
cognitive aspects of work maturity. Many formats also exist in the public domain.
Displays 74 and 75 are from the Taking Charge series published by the Dayton/Mont-
gomery County (Ohio) Boards of Education. They are contained in the "Succeeding in the
Labor Market" booklet and cover, respectively, personal appearance and attendance/
punctuality. The selection in Display 76 is from the Maine Model and deals with learning
dependability/reliability. Display 77 presents an excellent approach to the cognitive part
of teaching work maturity. It is from the "Good Work!" booklet of the Emplo_.Jility
Skills Series put out by Florida's State Department of Education. (See Displays 74-77.)

Young people often have to unlearn poor work habits, attitudes, and behavior patterns
before they can learn positive ones. In some instances, the competencies to be taught
may be in conflict with cultural values. Where such situations exist, youth must be helped
to distinguish between environments, e.g., "street survival" and workplace, and to develop
appropriate responses for the latter. It is often said that learning vocational skills is
easier for some people than the acquisition of work maturity competencies.

No courses or commercial packages were discovered which could in any fashion be said to
teach affective job keeping. Essentially, behavior modification is the approach used
onsite to Meet client needs where deficiencies are assessed in work maturity. The key to
a behavior modification scheme is the careful control and utilization of a system of
rewards. Actions like permissiveness and loose recording of tardiness and absences may
be perceived as kind by those who really want to do good, but such stimuli often lead to
unanticipated and unwanted responses. A strong, strict, fair, compassionate, and
informed supervisory strategy is regarded as the most effective way to reach difficult
youth on-site.

Work maturity standards and expectations should be clearly stated. Criteria should be
precise and explicit. Failure to comply ought to be dealt with promptly and impartially.
On occasion, young people may have to be dismissed or "fired" from the program.
Keeping a youth on board who doesn't want the program's help at present does that person
no good, and can in fact reinforce negative performance by others. Positive feedback
should be a program constant. Participants should be told that they are doing well as
often as they are reprimanded, or even more so.
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What does it look like?

Janie misses her bus transfer on the way to school.
while she waits for the next bus, she calla the school
attendance office. By the time she gets to class, her
teacher has been notified by the main office, thereby
avoiding the need for discipline and providing an
opportunity for the teacher to reward Janie for
demonstrating behavior that is respected in a job
situation.

After receiving a science assignment to watch "Goodbye
Gutenberg" on TV at 8 p.m. on Tuesday, Ronnie tells
his teacher during the break that he will not be able
to watch the shcor because of previous family plans

that night. He asks for a substitute assignment and
says he will finish it during his independent study
period on Thursday.

Work requirements ...And how to teach them

Arrive at a designated time.

Miss work no more than a specified number of
vacation and sick days.

Canplete tasks according to schedule.

Be accountable for own actions.

Respect the needs of a supervisor.

Respect the needs of oo workers.

Maintain confidential information and refrain
from "gossiping."

Cooperate as a member of a team.

Reward punctuality.

Enforce attendance policy.

Evaluate specified requirements in each
grading period or time slot.

Be clear about consequences of unacceptable
behavior.

Make adult expectations clear and firm.

Model respect for fellow students of different
races, cultures and ability levels.

Show negative effects of "name calling" and
model supportive behavior.

Teach specific listening, team building and
decisionmaking skills.
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What can a teacher do?

1. Set up a simple "gcmernment" system that rewards
participation by each student. Because many
youth are not active in school government, the
smaller classroom environment makes participation
and personal contributions more visible, and
therefore more teachable and rewardable.

2. A school can BO up a "public information center"
cc a "rumor control center" that monitors and
spreads useful information, particularly during
times of special events or incidents. Students
can be involved in planning and operating this
center. Tabloids or newsletters that encourage
croup responsibility can be built into the
activity.

3. Require students to keep a record of their
unexcused absences and tardies. Ask them to
calculate their personal financial losses based
on a specified hourly rate. Present a "pay bonus
award" for students with the best attendance
record. Ask a local personnel manager to present
the reward and briefly talk about how his/her
company respects that behavior.

4.
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Bee techniques such as team learning projects,
group work and peer tutoring to help youth
acquire teamwork skills. These skills are often
learned through participation in organized sports
which, according bo some researchers, is a reason
that some males are more prepared than females
fcx success in ccepetitive management careers.
Non-athletic techniques can help equalize
acquistion of these skills.

s. Let youth organize a group project
in which each one is required to
make a visible contribution.
Everyone will participate in
making the Production Time
Line and each will list
when his/her contribu-
tion will be complete.
Some can be managers
of the prccess, some
can he "friendly re-
minders" and others
can serve on an
"assistance crew."
Everyone, however,
will have to make
a oontribution
upon which the
project's ulti-
mate success
will depend.
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What does it look like?

Tiffany's math class is working on a project that
requires an illustration of a growth rate for a period
of one year. Although the class has just learned one
method of making graphs, Tiffany suggests using cclors
on a chart which would make the information clearer and
easier to understand. Her teacher describes this
creative idea to the class and mentions that some
companies give financial bonuses to employee who
suggest effective technical improvements.

During Michael's junior year, he becomes so involved
in basketball that he doesn't pass his algebra class.
Because he plans to go to college, Michael meets with
his counselor and sets goals for each course next
year. By setting these goals and carefully keeping
track of progress, he makes up the credit he lost. In
addition, Michael and his counselor have a useful
discussion about how this kind of planning cdn
minimize distractions from important tasks and

. deadlines.

Work requirements ...And how to teach them

Carefully balance work time and break time.

Initiate steps to improve
product.

Be willing to exert extra
of need.

Incorporate criticism and
product development.

the quality of a

effort in times

evaluation into

Visualize "the big picture" and the reasons
for doing a task.

Cooperate as a member of a team.

Set personal goals for task accomplishment.

Take pride in work and appreciate nonmonetary
rewards and self-satisfaction.

Teach efficient use of breaks, study halls and
independent study time.

Encourage youth to seek ways to improve their
grades.

Provide structured and nonstructured
opportunitieS for extra credit.

Use evaluation and criticism, as well aa
grades to identify ways to improve skills.

Show real daily applications for academic
coursework.

Use techniques such as student-team learning,
group projects, youth entrepreneurship, etc.

Announce goals/objectives at the beginning of
a course or a lesson, and summarize at the end.

Create situations for students to feel proud
of their efforts.
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What can a teacher do?

1. Teach goal setting strategies and at the

beginning a grading period or teaching unit, ask
each student be set two goals. At specified
times, ask everyone to check their progress with
a self-rating checklist. The checklist ceuld
include independence, self-motivation,

anticipating problems, asking for assistance and
expressing pride upon success. In a school or
any youth agency setting, students can be taught
how to make task charts and timelines similar to
ones used in many jobs.

2. At selected points in time- -but met so often that
impact will be lost --Isk students be stop what
they are doing and answer these questions: At
this moment, are you on task or off task? Would
asking for clarification or for assistance help
you get the job done any better? What would make
you feel most successful regarding this

particular task? Is there any way you
would/could have accomplished more in the same
period of time?

3. When you give grades or evaluations, include at
least two suggestions about how a student can
improve something that is important to him or
her. These st7gestions can be used in the goal
setting activetiee described abcve, and the
format can even be similar to Employee
Evaluations used by local employers.
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41. Make sure there are independent study times end

work breaks in students' schedules. 'ibis will
give them an orportunity be learn, demonstrate
and be rewarded for being productive in a loosely
structured envUeneent. Per those students who
do not know how to ',Ise independent time well,
this can be an opportunity to teach it. One
middle school uses class aottos such as "Settle
for Excellence" or "Accept the Challenge" to help
set the tone. The opportunity be work on class
projects at this time will increase the

visibility of each student's productivity towards
a oallaborative effort.

5. Let the class omemnise a "mini-work experience"

project in which each student volunteers one hour
pet month to "work" for the school. "aobe could
be tutoring in a lower gra4e, helping the
maintenance crew, advising the principal about
critical school issues, beitg an aide in a class
for students with special needs, etc. Document
all the work experiences (encourage your student
photographers) and at the end cf the quarter or
semester, produce a 7VDDUCT/VITY POMPOM() for
presentation to parents or community groups.
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Display 74.

PERSONAL APPEARANCE

SESSION 2

Competency: Participants will understand the importance of personal hygiene and
appropriate dress on the job and how it relates to success.

Indicator(s): Participant's overall appearance at Session 3 on January 7, 1985.

Activities Recommended Resources

ACTIVITY 1: Introduce the guest speaker. The speaker will
stress that appearance creates an image and
first impression. She will focus on dress,
grooming, hygiene, and wardrobe.

ACTIVITY 2: View and discuss a film about how we appear
to others and the impact our appearance
has on others.

NOTE TO INSTRUCTOR: Emphasize during the discussion how
one's appearance reflects self
confidence and success. Ask the
students if they have ever been
embarrassed by their appearance
and how did it make them feel.

ACTIVITY 3: Read and discuss the situctions concerning
hygiene and appearance on page 47 of the
Participants' Manual.

kaIVITY 4: Have students answer and discuss the Hygiene
Survey on page 49 of the Participants'
Manual.

ACTIVITY 5: Have students evaluate their overall look on
page 49 of the Participant Manual.

ACTIVITY 6: Discuss the shopping tips on page 49 of the
Participants' Manual.

ACTIVITY 7: Have students write a paragraph on how they
would expect their own employees to dress.
Ask for volunteers to read their descriptions.
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"Bonnie Kleinman" with
Bette Massie Modeling Agency.
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SITUATIONS CONCERNING APPEARANCE

Jill was extremely busy cleaning house and preparing to entertain guests
for dinner. Around 3:00 she realized she was low on milk. Jill immediately
left the house dressed in her old comfortable sweatsuit with her hair in
rollers.

How do you think other customers or employees at the grocery reacted toward Jill?

How do you think Jill felt knowing that her appearance was poor?

Have you ever been in a situation like Jill's? How did you feel?

Marie takes the bus to and from work everyday. She knows some of the
other passengers by sight. One passenger in particular asks to sit bt Marie
frequently. This passenger seems to nice but always has an offensive smell.

How does this affect Marie's ride to work?

In time, how do you think Marie will respond to this passenger?
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Bob stopped by his favorite hamburger joint for lunch. He has been
eating at this restaurant for quite a while and enjoys the food. Today a
new waitress waited on him. Bob was surprised to notice how filthy her
hands and nails were when she handed him his french fries.

How would you feel if you were Bob?

Would this waitress' hygiene affect your decisioa to return to that particular
restaurant?

HYGIENE SURVEY

Personal hygiene is extremely important to personal appearance. Your
instructor will ask you to complete the following survey.

HOW OFTEN IS IT APPROPRIATE TO:

1) Wash your hands?

2) Wash your face?

3) Bathe or shower?

4) Wash your hair?

5) Trim your hair?

6) Brush your teeth?

7) Manicure your nails?

8) Comb your hair?
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EVALUATE YOUR OVERALL LOOK

You may use proper hygiene but what ..;!out your overall look.

1) Are your clothes clean and pressed? Yes No Sometimes

2) Are your shoes polished and clean? Yes No Sometimes

3) Do you dress appropriately for every
occassion? Yes No Sometimes

4) Do you wear a proper amount of
make-up? Yes No Sometimes

5) Do you shave when necessary? Yes No Sometimes

6) Is your hair style appropriate for
today's employer? Yes No Sometimes

SHOPPING TIPS

Clothes are a very expensive necessity. Shopping wisely is extremely
important in obtaining the proper wardrobe. Please answer and discuss the
following questions pertaining to shopping.

1) Do you spend money on cigarettes, records, etc., instead of clothes you
need?

2) Do you buy the clothes you need or the clothes you want?

3) Do you buy clothes that fit or are they sometimes too big or tc(, t2lAt?

4) 'Do you buy clothes you would wear only once or clothes that ci,e
for many occassions?

5) Do yuu shop for a bargain or does the price affect your decision?

6) Do O4 buy clothes that will wash well and last?

7) Do you read about current clothing sales in the newspaper?

8) Do you buy clothes that can be mixed or matched with other clothing?
...
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YOUR IDEAL DRESS CODE

You are an employer whose employees meet the public. Describe how you
would expect your employees to be dressed and groomed. Be sp,.:cific.

MEN:

WOMEN:
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DisplAy 75

SESSION 3

Competency:

Indicator(s):

ATTENDANCE & PUNCTUALITY

The participant will have an understanding of the importance of
attendance and punctuality in the world of work.

Completion of Attendance Sheets.

Activities

ACTIVITY 1: Introduce the terms: Absenteeism, dependability
and punctuality. Have participants write
a definition for each on page 52 of the
participant manual.

Absenteeism - A continuous act. Not being in a
certain place at a given time.

Dependability - Reliable, wOrthy of trust.

Punctuality - Arriving, acting or happening at the
time or tires appointed; prompt.

Have each participant read ploud their defin-
itions from Activity I.

Show a movie, filmstrip or introduce a guest
speaker to cover this session's topic.

ACTIVITY 2:

ACTIVITY 3:

ACTIVITY 4:

ACTIVITY 5:

ACTIVITY 6:

ACTIVITY 7:

Divide the participants into groups. Give
each group a set or timesheets to complete by
using the attendance sheets on page 53
in the participant manual.

Have each group report their findings/figures
from Activity 4.

Give each participant ,:opies of their timesheets
from this summer's YEP jobsite. Have them
complete the attendance sheet on page 54 of

the participant manual.

Have each participant read aloud how many days
of work they would have been absent in a year's
time.

NOTE: Activity 3 may be M0.7" Activity 1 or Activity 7.

3F=6
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Recommended Resources

"Absenteeism" Xerox Films
1979

Sample Timesheets

Attendance Sheets

Copies of Participant ..,
Timesheets

Attendance Sheets



NAME

WORK WEEK

DATE

ATTENDANCE SHEET

'NUMBER OF 15 MIN- 30 MIN- 45 MIN- ONE TWO THREE FOUR
ABSENT DAYS UTES LATE UTES LATE UTES LATE HOUR HOURSHOURS HOURS

June 18 - June 24

June 25 - July_l

July 2 - July 8

July 9 - July 15

July 16 - July 22

July 23 - July 29

July 30 - August 5

August 6 - August 12

TOTAL TOTAL

Summer Employment - 8 weeks
II 8 hours worked per day - National Average
III 48 work weeks in one year - National Average
IV 1920 work hours - National Average
V 12 days absent per year - JOB TERMINATION

Ratio 6 to 1

KEY

TOTAL TOTAL TOTAL TOTAL.TOTAL TOTA

Multiply total number of days absent by 6
Multiply total number of minutes late by 6

i.e. 15 minutes late x 6 . l hours absent from work
30 minutes late x 6 . 3 hours absent from work
45 minutes late x 6 = 4i hours absent from work
1 hour late x 6 = 6 hours abseot from work
2 hours late x 6 . 12 hours (11 days) absent from work, etc.

Total time absent based on a yearly report
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Display 76.

Examples of Activities for Dependability/Reliability

1. For one week in an eight-week program or two days in a three-week
program, allow the client to maintain his/her own attendance
record, sign in and sign out, record lateness and reasons; note
how he/she was reliable and followed the rules.

2. Let small groups of the class create "work rules" to be used for
one week of the program. These rules should be based on usual
rules from the local labor market areas. Have the groups describe
their rules in writing.

3. Let small groups decide what would constitute breach of the rules
above, which ones are the most important, and when they would fire
an employee. Have the groups describe the policy in writing.
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DEPENDABILITY

(Can you be counted on to do the job?)

Employers hire people who show the most promise of being at work on
time every day. Most companies operate on the idea that time is
money. In turn, workers are usually paid for the amount of time
they give the company. Employees who often miss work or are usually
late cannot contribute fully. A highly skilled worker who is often
absent will not produce as much as a more dependable worker with
fewer skills. Nonproductive employees do not stay employed for long.
Such workers cost the company money rather than help it make a profit.

Dependability, then,is an important expectation. Dependability includes
two specific qualities -- attendance and punctuality. It also includes
a general quality -- reliability. During all interviews, you must
assure employers that you can meet their expectations in these areas.

Attendance

Employers want to hire people who will maintain good attendance.
Employers expect all workers to be on the job as scheduled. Employees
who are at work every day produce more. In this way, they make more
money for the company -- and for themselves!

During an interview, how might you show your regard for good attendance?

There are a few basic ways for you to show the employer during an inter-
view that you meet his/her expectation of attendance. Compare your
answers to the following.

-- Attending the interview is the first step toward proving your regard
for attendance. An employer can hardly trust an applicant who fails
to attend the interview to be on the job every day. Many job-seekers
who miss interviews rely too much on memory. Memory often fails.
You will be better able to ensure your attendance by keeping a written
record of scheduled interviews.

-- If you must miss an interview, call the employer and explain. Try to
arrange another interview. The employer may or may not schedule you
for a second interview. By contacting the employer, you at least
have a chance at still getting an interview.

-- During the tnterview, describe how important good attendance is to
you. Talk about your good attendance in past jobs and in school.
You can even mention awards you migh, have received.for attendance.

359

381



DEPENDABILITY, Cont'd.

Think of how you might tell an employer directly that you will maintain
good attendance. What past experiences could you use to support your
claim? Write your answers below.

Attendance Statement:

E%ample:

Punctuality

Punctuality means being somewhere on time. To an employer, pur-tual
employees are those who do the following:

-- Come to work on time.
-- Return from breaks, lunches, meetings and appointments on time.
-- Perform all duties as scheduled.

During an interview, how might you indicate that you are punctual?

Now compare your answers with the following suggestions for meeting
the employer's expectation of punctuality.

-- Be on time for the interview. Arrive at the appointed place
ten to fifteen minutes before the scheduled time. This gives
you time to relax, collect yourself and become familiar with
he surroundings. The employer may doubt your punctuality if

you arrive just in the nick of time. However, do not arrive
too early. This may make the employer nervous. It could also
make you seem too desperate to find work. Of course, if you
cannot be on time for the interview, call the -mployer and
explain.

-- Simply tell the employer that you are punctual. You can say,
for example, that you complete your work on schedule. Be pre-
pared to support such claims with examples from your past
experiences.

Write a statement that you could use to tell an employer that you are
punctual. After your statement, list some personal experiences that
show your punctuality. Write your statements below.

Punctuality Statement:

Example:
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DEPENDABILITY, Cont'd.

Reliability

Excellent attendance and punctuality imply the general employer expec-
tation -- reliability. Reliability means that the employer can count
on you to do your job. If you are reliable, an employer will know
the following.

- - You will be on the job every day, on time.

- - You will finish your work on schedule.
- - You will learn as much as possible about your job.

-- You will follow company rules.
- - You will accept responsibility.

To show the employer during the interview that you have these qualities,
simply tell the employer that you are a reliable worker. Be prepared
to support your statement with examples from.past'experience. In the
example below, the job-seeker claims reliability. Notice how the job-
seeker then proves the statement by describing specific responsibilities
from a previous job.

"You'll find that I'm a reliable worker. On my last job, I

performed all of my cleanup duties well. Because of this, my
boss asked me to be responsible for collecting the money from
the pop machines. My tally was always on the mark. Later, I
was promoted.to shift leader for the custodial crew."

Now that you know reliability is an employer expectation, decide how
you might show this quality in an interview. How might you tell an
employer that he/she can trust you to do the job? What examples from
your own experiences prove your reliability? Write a reliability
statement. Then give examples from your experiences.

Reliability Statement:

Example:

361

333



ISABEL

Isabel is employed as a meter reader at the AC/DC power company. Her

shift begins at 1:00 a.m., but she usually arrives around 8:15. Most

of the time she starts right to work, but occasionally she has a couple

of cups of coffee in the employee lounge if she has been to a party

the night before. Isabel says that she needs the coffee to chase away

her hangover. She is proud of the fact that she never misses a day's

work after a party even though she feels that her work isn't up to par

on these days. Isabel is very popular with her co-workers, and they

often join her at ihese unscheduled coffee breaks.

Isabel is very efficient and accurate in her job and has the lowest

error rate in her department. The company has been able to give Isabel

a longer route, enabling them to save on employee salaries by hiring

one less meter reader.

Written Exercise

1. What are Isabel's strengths as a worker? (What traits desired by
employers does she possess?)

2. What are Isabel's weaknesses? (What traits desired by employers
does she not possess?)
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3. How would you rate Isabel as an employee?

A. Valuable
B. Marginally Acceptable
C. Unacceptable

Why do you feel this way? (Relate your answer to traits desired

by employers. Give specific examples to justify your opinion.)

4. If you were Isabel's boss, what action would you take? You may

choose more than one.

A. Leave her alone; she does good work.
B. Dock her pay for her tardiness and coffee breaks.
C. Talk to her as a friend because you are worried about her.
D. Give her a warning about being late, and dock her pay if

she continues.
E. Fire her.

Why would you take this action? Please give specific examples to

justify your action?

5. Would you like to work with Isabel? Why or why not? (Please be

specific as to your reasons.)
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Di spl ay 77.

How to Administer the Unit
Purpose
Good Work! was developed to: (1) make
students aware that good work habits are
as important as job skills in maintaining
employment, (2) illustrate for students
some behaviors that demonstrate good
work habits, and (3) provide students with
learning activities and practice that re-
quire them to apply good work habits.

Major Concepts to
Be Developed

Since the following primary concepts go
beyond a statement of the unit objectives
to form a conceptual framework for the
unit, you may wish to discuss and develop
them with the class.

8

Work habits are as important as tech-
nical job skills In keeping a job. Em-
ployees are more often fired for their
poor work habits than for their poor
job skills.
Employers want workers with good
work habits. They expect their em-
ployees to arrive on time, dress ap-
propriately, avoid waste, use time
and materials properly, perform their
duties conscientiously, meet dead-
lines, and follow instructions:
Safety is important on any job. Office
workers have their share of acci-
dents, too.
The employer decides how the job is
to be done, not the employee. The
new worker should not assume that
s(he) knows how the job is done. It is
important to do things according to
company procedures.

Work habits are a part of every task. A
worker may learn safety, neatness,
efficiency, promptness, and other
work habits one at a time and in rela-
tion to a single task. But all of these
habits must be applied simultaneous-
ly to any tasks for which they are
appropriate.

List of Student Objectives

The following list of student objectives
(descriptions of intended learning out-
comes of the unit) also appears in the
front of the student booklet. It is included
there to let the student know exactly what
s(he) is expected to be able to do after
completing the unit. It can also be used as
a table of contents for the booklet and as
a checklist for keeping track of the stu-
dent's progress as s(he) works through
the booklet.

This list gives the objectives in a short
form for convenient reference. There are
two kinds of objectives: performance ob-
jectives and knowledge objectives.
Further explanation of the objectives, in-
cluding standards of performance, can be
found in this guide under Unit Test An-
swer Key (for the knowledge objectives)
and Performance Test Answer Key (for the
performance objectives).

364

Q 0you



1. List four things that Could happen to
you if you are absent from work or
late.

2. State what you should do if you will
be absent from work or late.

3. Begin and finish a task on time.

4. State how to get help the first day on
the job.

5. State what you should do if you make
a mistake onthe job.

6. List four things that may happen to
someone who steals goods from
work.

7. Record a phone message.

8. List three things to do if you find a
safety hazard at work.

Do id) 0. Complete a task without breaking any
safety rules.

10.. State what you should do if yol. dis-
cover a better way to do your jot

Do itf 11. Complete a task without wasting
materials.

12. Clean and return tools and materials
after completing a task.

13. Follow written instructions and com-
plete a task.

Do id 14. Follow oral instructions and corn-
ple;e a task.

15. Plan three balanced meals from a list
of sixteen foods.

Performance Objectives
are marked
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Content Outline

1. Using Time
A. Consequences of being late or

absent
1. Warning from supervisor
2. Resentment of co-workers
3. Low employee rating
4. Loss of promotion or raise
5. Pay is docked
6. Dismissal

B. Absences from work
1. Call the supervisor as soon

as possible
2. Give a good reason for

missing work
3. Explain how you .plan to

make up for your absence
C. Time management

1. Get started on the job
immediately

2. Work until the job is finished
3. Set deadlines and meet

them

II. Being New on the Job
A. Training and orientation
B. How to get help

1. Ask questions when in
doubt

2. Ask the right people
C. How to handle mistakes on

tha job
1. Report big mistakes to the

supervisor
2. Correct the mistake if

possible
3. Take positive action to

prevent the mistake from
occurring again

M. Practicing Good Habits M Work
A. Consequences of stealing

1. Be arrested, jailed, or tined
2. Get a police record
3. Get fired
4. Have trouble getting

another job or getting ac-
cepted at some colleges

5. Be unable to qualify for ur,-
10

employment compensation
6. Be charged for the stolen

goods
7. Lose the trust of employer,

supervisor, and co-workers
8. Have a record of the theft

entered in the personnel 'Ile
9. Receive a poor employee

rating
10. Miss a raise or promotion

B. Answering a business
telephone

1. Courtesy on the phone
2. Recording messages cor-

rectly
C. Safety hazards

1. Correct safety violations
2. Warn others of the danger
3. Contact the supervisor
4. Contact those who caused

the violation
5. Contact thP, safety

personnel or repair staff
6. Check back to make sure

the violation has been cor-
rected

IV. Doing the Job Properly
A. The right way to do a job

1. Following company pro-
cedures

2. Making suggestions
a. Tell the supervic.,-, r
b. Use the company

suggestion box
B. Concern for company equip-

ment and materials
1. Treat equipment with care
2. Conserve materials and

supplies
C. Noathess and organization

1. Makes a good impression
on customers and em-
ployers

2. Saves the worker time and
trouble

3. Contributes to safety
D. Following instructions

1. Oral instructions
a. Listen carefully
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b. Ask questions
c. Pay attention to the

order of Instructions
ci. Make notes of Important

details
e. Repeat the instructions

for correction
f. Find out deadlines

2. Written instructions
a. Read through instruc-

tions completely before
beginning the task and
upon completion

b. Make sure directions
are in the right order

C. Read carefully
d. Ask questions
e. Refer back to directions

while working

V. Practicing Good Personal Habits
A. Dressing appropriately

1. Improves appearance
2. Promotes safety

B. Proper diet

Materials Needed

The performance tests for Objectives 3, 9,
11, 12, 13, and 14 have seen combined in a
simple task in ahich t rAudent makes a
note pad out of scratch paper. For this
test, you wilt need to provide a pair of
scissors, a ruler, and a pencil for each stu-
dent, and. a supp'y of 81/2by-11inch
scratch paper and a stapler for the class.
A sample note pad, constructed accord-
ing to the directions in the student book-
let, should also be provided for the stu-
dents to use in checking their work.

Other materials you may wish to have on
hand for other activities in the unit in-
clude:

reference materials on safety rules
for specific oc.c..0 pations

' a local telephone book
sample restaurant menus for use
with the objective on meal planning.

The chart of optional enrichment activi-
ties on page 20 of this guide contains a
list of the materials needed for each
act* ty.

Flon,,a educators have permission by law
to reproduce pages for classroom use
from the student booKet and instructor's
guide. One method ot reproducing pages
is to make thermal spirit masters (dltto
masters). This is done by removing the
page you want to copy from the booklet,
and then running the page through a ther-
mal copier with a special spirit master. (If
you do not wish to destroy the booklet by
removing a page, simply photocopy that
page and make a master with tne photo-
copy.) The master can then be used on a
fluid copying machine (ditto machine) to
make multiple copies of the original page.
The special spirit masters are available
from several companies and mg be ob-
tained from your school.

367

A thermal copier can also be used to make
overhead transparencies of pages of the
booklet for classroom use. For example,
the employee rating scale, telephone
message forms, and suggestions for fol-
lowing instructions may make instructive
overhead transparencies.

lf you are unfamiliar with the process of
making spirit masters or transparencies
from a printed page, check with your
school office, school media specialist, or
district audiovisual specialist. You will
find the process an easy method of repro-
ducing part or all of the unit.
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How to Enrich the Unit
The discussion questions, activities, and
resources Included on these pages can be
used to introduce the unit or individual
objectives, supplement instruction, or
provide topics for further exploration for
advanced students,

Discrzsion Questions

1. Which do you think is more impor-
tant: having the right job skills or
practicing good work habits?

2. Define and discuss attitude.. How
does it relate to work habits and
keeping a job?

3. Do you think a worker with poor work
habits can improve? How?

4. Why is it usually better to resign from
a job than to be fired?

5. Have you ever known anyone who
was fired from a job? Was it because
the person didn't know how to do the
work, or did s(he) lack the good work
habits discussed in this unit?

6. Everyone gets criticized at one time
or another on the job. What are some
good ways to react to criticism? What
are some inappropriate ways to
react?

7. What is meant by the saying, "Be
friendly on the job, but not too
familiar"?

8. If an employee is a half hour late each
day, does his/her boss have the right
to ask why?

9. Suppose Jan comes to work a half
hour Ikte each day because her
child's nursery school doesn't open
early enough. Her boss doesn't like
this. Who is responsible for finding a
solution to this problemJan or her
boss?

10. If you are allowed ten days of sick
leave each year on your job, should
you use them all whether you are sick
or not?

11. Suppone a co-worker talks to you so
much that it keeps you from getting
your work done. What are some steps
you can take to solve this problem?

12. Bes;des going to schools, what are
some ways that people learn job
skills?

13. Can you recall a really embarrassing
mistake that you made at work,
home, or school? What did you do
about it? Do you think you did the
right thing?

14. Discuss stealing on the job. Is taking
pens, pencils, and other office sup-
plies steal;ng? Is taking a long lunch
hour stealing?

15. Why is your voice especially impor-
tant on the telephone?

16. Have you ever decided not to do
business with a store ur company be-
cause of the way your telephone call
was handled? Give zn example.

17. How does a worker's initiative and
interest in his/her work benefit an
employer?

18. For what reasons is an employer
anxious to prevent injuries on the
job?

19. If a new worker sees a dangerous
situation on the job that the older
workers don't think is dangerous,
what should the new worker do?

20. If a person is injured and it's his/her
own fault, can the worker collect
workmen's compensation?

21. Horseplay is often the cause ot
accidents. Give an example of an ac-
cident caused by horseplay at
school.

22. How are safety and neatness related?
23. Give some examples of how failure to

follow instructions can waste time,
money, and materials.

24. In what types of businesses should
an employer have the right to set a
dress or appearance code for
employees?
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Additional Activities

Objective Activity Time

3. Meeting dead- Plan a project outside class
lines

4. Asking for help Role-play the first day on the job one class

7. Taking a ,!,hone Role-play a phone call one class
mefage

Invite a srclaker from the telephone one class
company

8-9. Following
safety rules

Find safety hazards

Identify safety violations

outside class

one class

13-14. Following
instructions

Practice following instructions

Write directions for a simple task

one class

one class

Pass the secret 5-10 minutes

15. Planning bal- Reqearch diet and health outside class
anced meals

All objectives

20

Invite speakers to the class

Illustrate work habits

Role-play bad work habits

one class each

one class or
outside class

one class

Role-play an employer one class

Construct a rating scale one class
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Material* Procedure

copies of planning sheet in
student booklet (page 79)

props (optional)

1117M
Have students choose, plan, carry out, anti evaluate a complete pro-
jest, either as individuals or as a group.

Select one student to play the role of a new worker; others provide
him/her with situations likely to occur the first day on the job.

play phones (optional),
message pad

Have ono student play the role of the secretary, another the caller.
Check for telephone manners and accuracy of recorded message.

Invite the phone company to present a class demonstration of the
proper use of the telephone.

transparencies of safety
violations

Have groups of students take a tour of the school or community and
compile a iL3t of safety hazards and ways to correct them.

Make transparencies of violations of safety rules that apply to your
subject area. Have st9dents try to Identify the violation.

set of oral and written
instructions

Hand out sets of instructions or give them orally. Haye students try to
follow them correctly.

Have students write directions for a task they have performed:
changing a tire, using a projector, taking a bus from the school to the
shopping center, etc. Have them read their directions to the class.
Other students give suggestions for making them clearer.

Arrange class in a circle or in groups of five. Whisper a set of instruc-
tions, including names and numbers, to the first student. S(he) asks
questions if necessary, then repeats the instructions to the next stu-
dent, and so on around the circle. The last person compares the in-
structions s(he) has received with the original. Discuss the impor-
tance of taking notes with oral instructions.

cassette recorder (optional)

art materials

props (optional)

Have students research the topic of diet and health and report to the
class, relating the topic to job performance.

Invite speakers from different areas to speak on work habits related
to their area: insurance agent, health official, police officer, dentist,
beautician, home ecortomist, etc.

Have students select a theme (proper dress, safety, diet) and design
posters. The best can be displayed on the school bulletin board or in
local businesses.

Have stuoents role-play the consequences of specific bad work
habits.

Have students act out how an employer feels al'out: injuries on the
job; wnrkers who are late, messy, or absent too often; giving recom-
mendations for workers with poor work habits.

As a class, develop an employee rating scale. Decide on appiopriate
categories; discuss assigning more weight to the more critical
categories.
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Resourcets

This section describes a few of the many
materials available for teaching em-
ploydbility skills. A more complete list of
resources may be found in A Guide to Em-
ployability Skills Materials (1975),
published by the Florida Department of
Education and distributed by district vo-
cational education and career education
directors. However, neither of these pub-
lications can list all existing materials on
the subject. Some excellent resources
have undoubtedly been missed, and new
ones are constantly becoming available.
Inclusion of materials in this list is not to
be considered an endorsement of a pro-
duct, producer, or approach by the Career
Education Center, Florida State Univer-
sity, or the Florida Department of
Education.

The annotations are grouped by media,
and include the name of the publisher or
source, a brief description, and the price
and date of publication whenever this in-
formation was available. The materials are
suitable for secondary school students
unless otherwise indicated. Materials
marked with a e have been designated by
the publisher as being suitable for stu-
dents with lower reading level, learning
disabilities, or low motivation. Spanish
availability is marked with a 0.

This listing provides information for buy-
ing or renting specific materia!s. It also in-
cludes a special section or: free or :nex-
pensive materials. However, you can prob-
ably borrow many employability skills
materials. Check with your school media
center, your guidance counselor, your co-
operative program coordinator, and wi,h
other faculty members i vocational and
academic departments. Occupational
specialists or placement and follow-up of-
fices may have materials or know where
they can he found. District t;dreer educa-
tion directors sometimes have collections
of materials, and the district media center
22

often stocks films and other resources.
The Florida Stnte Employment Service is
another good suurce.

Human resources 3hould not be over-
looked. Governmental agencies, employ-
ment services, and personnel directors
can often provide speakers as well as
materials.

Free and Inexpensive Materials

Some materials are available at low cost
from various agencies and businesses.
Here's a short list to get you started.

Why Young People Fall to Get and Hold a
Job (1974)
New York DepartMent of Labor
Public Information Office
2 World Trade Center, Room 7315
New York, NY 10047
Grades 7-Adult
Purchase price: free, 16 pp.

Nutrition: Food at Work tor You (1975)
Consumer Information
Public Documents Distribution Center
Pueblo, CO 81009
Purchase price: $.40, 24 pp.

Food Is More Than Just Something to Eat
(1973)
Consumer Information
Public Documents Distribution Center
Pueblo, CO 81009
Purchase price: free, 32 pp.

This basic guide to nutrition includes the
functions of the major nutrients, their im-
portance to good health, and where to
find them in today's foods.
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Food and Your Weight (1973)
Consumer Information
Public Documents Distribution Center
Pueblo, CO 61009
Purchase price: $.50, 37 pp.

Contains diet plans, a calorie counter, and
suggestions for controlling weight.

Good Food News for Kids
Consumer information
Public Documents Distribution Center
Pueblo, CO 81009
Purchase price: free.

This pamph:et includes teaching games
and puzzles.

A Guide to Employability Skills Materials
(1975)
Career Education Center
Florida State University
415 North Monroe Street
Tallahassee, FL 32306
Purchase price: $.75, 88 pp.

Cassettes

3 Lead the Field (1973)
Nightingale-Conant Corporation
6677 North Lincoln Avenue
Chicago, IL 60645
Grades 7-Agult
Purchase price: $175 (12 cassettes, 30
student workbooks, 1 teacher's manual);
$2.45 (1 student workbook). Approx. 15
min. each.

The materials in this kit focus on attitudes
and qualities necessary for success in
any job. Topics include: self-
management, goal setting, self-discipline,
recognizing opportunity, conformity vs.
nonconformity, positive attitudes, attain-
ment of money goals, and personal
iirowth.
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O World of Work I: On the Job (1969)
Educational Design, Incorporated
47 West 13th Street
New York, NY 10011
Grades 6-12
Purchase price: $229.50 (20 cassettes, 24
student booklets, 1 instructor's guide);
$169 (14 cassettes in Spanish, 1 instruc-
tor's guide in English). Approx. 15 min.
each.

Each of these cassettes is a self-
contained unit that can be used separate-
ly or with others in the group. Topics of
the groupings include: New on the Job,
Dealing with Supervisors, The Rules of
the Game, Moving Up or Out.

World of Work III: CrossNocational Skills
and Information (1973)
Educational Design, incorporated
47 West 13th Street
New York, NY 1C011
Grades 6-12
Purchase price: $175 (15 cassettes, 12
transparencies, 24 student booklets, 1 in-
structor's guide). Approx. 15 min. each.

Each cassette is a complete self-
contained teaching unit, including ques-
tions to draw attention to main ideas.
Topics include: understanding instruc-
tions, safety, customer service skills, han-
dling trouble situations, structure of a
company, telephone-answering skills, tak-
ing a message, unions, company money,
and ordering and billing.
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Films

English on the Job: Listening and
Speaking
Coronet Instructional Media
65 East South Water Street
Chicago, IL 60601
Grades 10-12
Purchase price: $184 (color), $92 (black
and white).

This film is based on the concept that
there are few jobs that don't require lis-
tening and speaking skills. Workers at a
service station, a construction site, and a
restaurant help illustrate some of the
skills and techniques that are useful for
getting and keeping a job.

Your Job: Good Work Habits
Coronet Instructional Media
65 East Sduth Water E.' treet
Chicago, IL 60601
Grades 10-12
Purchase price: $188 (color), $94 (black
and white).

An interview with two high school
graduates on their first full-time jobs
Mips students recognize work of good
quality, done with safety and satisfaction.
Good work habits (such as working
steadily, concentrating, and planning
ahead) can lead to a promotion, a raise,
and other benefits.
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What Do We Look Like to Others?
Sandler Films
1001 North Poinsettia Place
Hollywood, CA 90046
Grades 7-Adult
Purchase price: $140 ($15 rental).

This film reminds viewers that they are
seen before they are heard. Seven differ-
ent office situations dramatically portray
the necessity of maintaining good person-
al appearance, attitude, conduct, and per-
sonal habits. The theme running through-
out the seven sequences is "Take a look
in the mirror; wuuld you hire you?"
Narrated by Rod Serling.

Filmstrips

Job Attitude Series (1970, 1971)
Guidance Associates
757 Third Avenue
New York, NY 10017
Grades 9-Adult
Purchase price: $199.50 (5 f/s, 5 cassettes
or records). Color.

Titles in the series: A Job That Goes
Someplace, Trouble at Work, Why Work at
All?, Liking Your Job and Your Life, On the
Job: Four Trainees.

Shop Safety (1970)
Coronet Instructional Media
65 East South Water Street
Chicago, IL 60601
Grades 10-Adult
Purchase price: $68 (6 f/s, 6 cassettes, 1
instructor's guide); $50 (6 f/s, 3 records, 1
instructor's guide). Color, approx. 11 min.
each.

This presentation orients the beginner to
shop vocabulary and demonstrates pro-
per use of common tools, machines, ac-
cessories, and 'specialized equipment. It
gives pointers on good housekeeping pro-
cedures in the shop.
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The First Day on the Job
Educational Projections Corporation
3070 Lake Terrace
Glenview, IL 60025
Intermediate-Adult
Purchase price: $24.50 (2 f/s, workbook,
answer sheets, teacher's manual).

Demonstrates the importance of making
the right start on the first day.

Safety on the Job
Educational Projections Corporation
3070 Lake Terrace
Glenview, IL 60025
Intermediate-Adult
Purchase price: $24.50 (2 f/s, workbook,

-answer sheets, teacher's manual).

Discusses the rules of safety.

Work Habits and Attitudes (1969)
Harvest Labs, Incorporated
P.O. Box 4309
East Providence, RI 02914
Grades 7-Adult
Purchase price: $56 (4 f/F, 4 cassettes);
$48 (4 f/s, 2 records). Color, approx. 18
min. each.

These job responsibility programs review
17 work habits and attitudes which are
basic to any successful work experience.
Titles in set: Getting Along on the Job:
Parts I, II, III, IV.
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Your First Week on the Job (1972)
Guidance Associates
757 Third Avenue
New York, NY 10017
Grades 9-Adult
Purchase price: $48.50 (2 f/s, 2 eassettes
or 2 records, 1 discussion guide). Color,
approx. 10 min. each.

This two-part set prepares students for
their first week on the Job. It dramatizes,
in humorous fashion, six problems faced
by employees entering the complex and
often mystifying world of work. This pro-
gram helps young people understand
that, in nearly every job situation, getting
along with the people around you is im-
portant.

Your Job: Will You Keep it? (1976)
Career Education Center
Florida State University
415 North Monroe Street
Tallahassee, FL 32306
Grades 7-Adult

This 22-minute, color filmstrip stresses
the importance of attitude; good on-the-
job relationships with supervisors, co-
workers, and customers; and other good
work habits such as following instruc-
tions, observing safety rules, meeting
deadlines, and being on time.

Games

Job Scene (1976)
Career Education Center
Florida State University
415 North Monroe Street
Tallahassee, FL 32306
Grades 7-12

This game involves good work habits and
interpersonal relations as well as consum-
er skills in simulation of real-life job and
money situations.
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Kits

Career Directions (1974)
Changing Times Education Service
1729 H Street, NW
Washington, DC 20006
Grades 7-12
Purchase price: $275 (4 kits, each contain-
ing 2 Vs, 2 records or 2 cassettes, 2 trans-
parencies, 2 spirit masters, 30 student
booklets, 1 teacher's booklet); $76 (1 kit).
Color, approx. 13 min. each.

This action- and inquiry-oriented series
contains four separate kits: Deciding
What You Want to Do, Choosing the Kind
of Job You Want, Entering the Job Market,
Staying With It and Getzing Ahead.

How to Get and Hold a Job (1974)
Relevant Productions, Incorporated
P.O. Box 68
Indian Rocks Beach, FL 32535
Grades 7-Adult
Purchase price: $31.75 (30 booklets, 1
cassette, 1 skill sheet, 1 teacher's guide);
$24.95 (30 booklets, 1 cassette, 1

teacher's guide). Approx. 15 min. Spanish
version available at slightly higher cost.

This combination of read-along cassette
with a high-interest, low reading level il-
lustrated booklet is designed to stimulate
students to learn about skills needed in a
working world.

26

Print

How to Get a Job and Keep It (1969)
Steck-Vaughn Company
P.O. Box 2028
Austin, TX 78767
Grades 10-Adult
Purchase price: $1.23 (workbook); $.25 (1
answer sheet, free with 5 or more copies
of workbook).

This workbook, written on a 5th- or 6th-
grade reading level, is intended for adults
with low reading ability. It includes units
on writing an application letter, complet-
ing an application form, interviewing for
the job, taking vocation tests, and fulfill-
ing the job obligations. A word list for job
applications and tests is also included.

Jobs In Your Future (1973)
Scholastic Book Services
904 Sylvan Avenue
Englewood Cliffs, NJ 07632
Grades 9-Adult
Purchase price: $1.50 (1 teacher's guide,
free with 20-39 copies of workbook); $.90
(workbook).

This high-interest, low reading level
exercise book is for secondary school stu-
dents who are getting ready to enter the
world of work. It covers the skills and atti-
tudes needed to find and keep the right
job, advice on how to dress for an inter-
view, telephone manners, and provides
practice in filling out Social Security and
other work-related forms.
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National Safety News
National Safety Council
425 North Michigan Avenue
Gilicago, IL 60611
Audience: Professional
Subscription price: $9.25/yr. (each, 1 to 9
subscriptions); $8.60/yr. (each, 10 to 99
subscriptions). Monthly.

This is the official publication of the
National Safety Council. Monthly features
include product information, safety train-
ing, and an open forum for the discussion
and exchange of safety-related thoughts
and ideas.

Occupational Essentials (1972)
h:c. Johnson Press, Incorporated
820 South Michigan Avenue
Chicago, IL 60605
Grades 7-Adult
Purchase price: $7.50 (1 instructor's
guide); $4.50 (each workbook, 1-9 copies);
$3.95 (each workbook, 10-49 copies); $3.50
(each workbook, 50-99 copies); $2.95 (each
workbook, 100 or more copies).

This widely used resource discusses
skills and attitudes for employment of
students and adults.

Occupational Safety (1974)
University of Kentucky
Curriculum Development Center
151 Taylor Education Building
Lexington, KY 40506
Grades 7-Adult
Purchase price: $3.50.

Designed for disadvantaged and handi-
capped vocational students, this unit pro-
vides information and experiences that
will help students develop attitudes and
acquire knowledge in order to prevent
injury to themselves and their fellow
workers. Series title: Orientation to the
World of Work. See annotation by title.
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Orientation to the World of Work (1973)
University of Kentucky
Curriculum Development Center
151 Taylor Education Building
Lexington, KY 40506
Grades 7-Adult
Purchase price: $33 (11 titles, 1 copy
each).

This series helps prepare disadvantaged
and handicapped students for the transi-
tion from vocational orientation and prep-
aration to the actual world of work. Titles
in series: Personal Development, Intro-
duction to Orientation to the World of
Work, Learning About Jobs, How to Keep
a Job, The Role of Work in Our Society,
Self-Appraisal for Employment, Taxes
Affecting the Worker, Handling Your Pay-
check, Occupational Safety (see annota-
tion by title), Job Application and the In-
terview, Teacher's Handbook.

Personality Development for Business,
4th Ed. (1973)
South-Western Publishing Company,
Incorporated
5101 Madison Road
Cincinnati, OH 45227
Grades 9-Adult
Purchase price: $3.99 (1 textbook; 1

teacher's manual).

This is the new title for the fourth edition
of a text formerly entitled Business
Behavior. The book takes a problematic
approach to handling on-the-job relation-
ships and dealing with the public.
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Safe Foreman
F. W. Faxon Company, Incorporated
15 Southwest Pack Street
Westwood, MA 02090
Audience: Prof essiona!
Subscription price: $3.96/yr. Monthly.

This is a safety-on-the-job newsletter for
foremen and supervisors in large and
small industries. Accident causes and
prevention are described in each issue. In-
cluded in subscription price are 48
posters a year (4 with each month's
publication).

Succeeding in the World of Work (1975)
McKnight Publishing Company
P.O. Box 2854
Bloomington, IL 61701
Grades 9-12
Purchase price: $6.99 (textbook; teacher's
guide free if requested); $1.98 (workbook).

This set provides a general preparation for
adult work life. Included are such topics
as entering the world of work; job choices
and opportunities; applying for a job; you,
your employer, and your co-workers; your
progress on the job; personal effective-
ness; a self-inventory; and money man-
agement. The workbook, Activity Manual
for Succeeding in the World of Work, is
often used independently of the text.

Turner Career Guidance Series (1974)
Follett Publishing Company
1010 West Washington Boulevard
Chicago, IL 60607
Grades 10-12
Purchase price: $7.20 (6 workbooks).

The six workbooks in this series are
broken into 138 daily lessons and contain
stories about the practical job experience
of several young men and women. Each
workbook deals with a major concern of
occupational and career experience:
Wanting a Job, Training for a Job, Starting
a Job, Looking for a Job, Holding a Job,
Changing a Job.
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World of Work Kit (1969)
McGraw-Hill Book Company
Webster Division
1221 Avenue of the Americas
New York, NY 10020
Grades 7-Adult
Purchase price: $111 (50 titles, 20 copies
each); $2.10 (1 title, 20 copies); $.99 (1
teacher's guide).

This collection of 50 illustrated fictional
booklets is .designed with particular
emphasis on the urban, noncollege-bound
student who may enter the job market at
an early age. Each booklet, through a
story or playlet, exposes the student to a
new dimension of the world of work;
stories are open-ended to prompt discus-
sion. The kit is divided into three sections:
Getting the Job, Keeping the Job, and Ad-
vancing on the Job. Booklets are written
at a 5th-grade reading level.

Your Attitude Is Changing (1966)
Science Research Associates, Incorpo-
rated (SRA)
259 East Erie Street
Chicago, IL 60611
Grades 9-Adult
Purchase price: $3.60.

This book takes a topical approach for
students of low (6th-grade) reading ability.
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Transparencies

Attributes of Character
3M Company
Visual Products Division
3M Center
St. Paul, MN 55101
Grades 7-12
Purchase price: $2.75.

This is one in a series of sets of transpar-
ency masters. Other sets related to em-
ployability skills: Organizing Time to
Achieve Goals, Introduction to Listening
(23 visuals), Fundamentals of Grooming
(23 visuals), Career Preparation: Forms
and Terms (12 visuals). Availability and
price should be checked with local 3M
distributor.

Student's Personal Adjustment to Work
(1973)
University of Texas at Austin
Instructional Materials Services
Division of Extension
Austin, TX 78712
Grades 7-12
Purchase price: $12.95 fl manual, 51
transparencies).

Manual and transparencis:3 on safety and
other employability skills topics. The
manual includes units on career safety,
job application and resignation, job atti-
tude and relations, personal traits, money
and banking, school relations, civic re-
sponsibilities, and the future of the stu-
dent. The transparencies deal with work
habits and interpersonal relations.
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Succeeding at Work (1969)
United Transparencies, Incorporated
P. O. Box 688
Binghamton, NY 13902
Grades 7Adult
Purchase price: $192.50 (7 sets of 15
transparencies).

These seven transparency sets are de-
signed to prepare people for their first job
and can be used with underprivileged
young adults.

Useful Addresses

Natrona! Safety Council
425 North Michigan Avenue
Chicago, IL 60611

The Council gathers information and sta-
tistics on accidents: how and why they
happen and how they can be prevented. It
distributes safety information both na-
tionally and internationally through films,
slides, pamphlets, magazines, and other
publications.

0 Inter-American Safety Council
33 Park Place
Englewood, NJ 07631

This agency provides Spanish versions of
many materials published by the National
Safety Council.
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Supervisors need social and communication skills, ;xs well as occupational proficiencies.
They should be open, honest, and able to confront problem situations. Such people ought
to be able to work with individuals and groups, be able to function as a coach and mentor,
and be able to recognize and mold the skills of others.

There are a number of tools which can be used to hei hten the effectiveness of in onsite

work maturity learning experience: program7participant contracts; enrollee
manuals/handbooks; written work rules; job analysis forms; and, worksite agreements.

Display 78 presents an example of a modified enrollee contract in the form of a "sign off"

on assessment results entered in an individual plan for work maturity. It is from Maine's

Mountain Valley Training Program. The selection in Display 79, also from MouWain
Valley, shows portions of a manual for letting young people know what the program is all
about. Display 80 contains a sample "employee" handbook that tells participants what the

rules are in rather certain terms. It is from Taking Charge, "Succeeding in the Labor
Market," by the Dayton/Montgomery County (Ohio) Boards of Education. Display. 81

presents the work rules encompassed by the South Dakota JTPA Exemplary Youth
Program Project Operators' Guide. This lets young people know what is not tq.proved
behavior, and what will happen (and to what degree) if these regulations are violated.

The job analysis form in Display 82 is a valuable tool for matching youth with workplaces,
and would be an excellent "feeder" form for a job site bank. Display 83 provides an
outstanding worksite agreement format used by the West Central Wisconsin Private
Industry Council. It embodies the positive elements discussed previously, and is entered
into by the worksite, the participant, and the PIC. Display 84 presents an instruction
from the City of Detroit's Summer Youth Employment and Training Program which shows
what the true dimensions of the worksite supervisor can be in settings where all the pieces
fall together in a congruent manner. (See Displays 78 through 84.)

Overall, competency standards for work maturity remain nebulous. Everyone knows what
they are, of course, but they are still hard to articulate in terms precise enough to teach.
Curricula exist to teach pipe fitting, but in most places not punctuality, even though
employers will tolerate poor job specific skills longer then they will tardiness.
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Display 78,

Mountain Valley Training
Summer Youth Employment and Training Program

Individual Plan ror Work Maturity

Participant's Name:

Job Site:

.1.11.0

MVT Job CoaQh: =e
Supervisor (Job Site):411mM, 111,, ,,,

As a result of the assessment interview, the following circled areas
have been identified as strengths which you possess.

DEPENDABILITY/RELIABILITY COMMUNICATION SKILLS

Maintains Acceptable Attendance
Maintains Punctuality
Gives Notice of Interruptions
Demonstrates Reliability
Follows Rules of Workplace

Follows Instructions
Seeks Clarification
Speaks Clearly & Effectively
Uses Good Listening Skills

PERSONAL RELATIONS INITIATIVE/PRODUCTIVITY

Maintains Positive fAtitude
Accepts Supervision & Criticism
Cooperates with Others

Organizes Time Effectively
Is Generally Responsible
Cares About Quality of Work

WORKER RIGHTS

Understands Use of Tax Form
Understands Employee Benefits
Understands Legal Rights and
Responsibilities of Workplace

This form has been explained to me and I tmderstand that during the
summer I will be, evaluated on, and all Work Maturity areas with emphasis
placed on those which have not been identified as strengths.

Signed: Date:
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ASIMallint questiOnaire for Work Hacurity Skills

1. How do you plan to frxt to work everyday?

What do you think are the most number of days you could miss during the

summer?

2. If you aro going to be late, or cannot go to worl: one day, what would you do?

3. What does being reliable mean to you?

4. If you were the boss, what kind of rules would you setoup on the worksite?

5. How good (iv, you at following directions?

6. If you were given instructions that you didn't fully understand, what would
7ou do?
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Assessment Que3tionaire for Work Maturity Skills

7. How do you react to someone criticizing .rou7

8. What is meant by "Chain of Command"?

9. What would you do if you completed all the work the boss gave you?

10. What does being responsible mean to you?

11. Have you ever filled out a W-4 Tax Form?

12. What are some of the benefits that employers can offer?

13. Do you know what Child Labor Laws are?

AFTER the interview.

1) Did the client speak expressively?
2) Did the client use good listening skills?
3) Was the client dressed appropriately?
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Display 79.

A Division of Frankrm County Community Action Counctl. Inc.

DIRECTOR
Joan W. Marshall

Dear Summer Youth Participant,

Welcoue to our program and our competency-baaed classes. This sumer

the classes will concentrate on work maturity skills which will help you

"keep a job." In past years, summer youth participants have developed r2sumes,

taken interest tests, and complete career searches. Many of the past youth

participants indicated that you had done this over and over. This summer then

the staff decided to design classes around your needs.

It is important to know how to get along on a job and how to hold a job.

Specifically your classes will be developed in the areas of: (1) Dependability

and Reliability, (2) Communication Skills, (3) Personal Relations, (4) Initia-

tive/Productivity, (5) Worker Rights. Your classes wilt be 1-2 hours per week

usually at your worksite and in small groups. You will be paid for attending

classes this summer.

Your job coach will be teaching the classes and also counseling you in-

dividually. The staff has worked hard to develop activities that will be edu-

cational, interesting, and fun too. I wish you a good summer filled with work

and classes.

P.O. Box 200
Ease Wilton. Maine 04234

645 4931

Sincerely yours,

Beverly A. Wright
Youth Coordinator

P 0 Box (
Smith A1/4.1.11111.

Lewiston. Maine 04240
;x.6 01fio
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OVERVIEW

On the next page, you will find all the competency areas that Mountain

Valley Training's youth program currently offers. During the year, youth

counselors go to the schools in all 3 counties and offer classes in the first

three areas: (1) Career Decision-Making, (2) Life/Work Management, (3) Job

Getting Skills. Youth in the In-School Program attend classes for 1-2 hours

per week after school or during school hours for 8-10 weeks. Thes .? youth are

referred to summer youth interviews early.

During the summer program, your job coach will be instructing you in the'

work maturity skills. They are listed in the last column on the next page.

These skills will help you keep a job, communicate better, get along with

your co-workers, know your legal rights at work, and become reliable, pro-

ductive workers.
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t COMPETENCYBASED SYSTEM WHAT DOES IT MEAN?

At Mountain Valley Training, our classes in all of the youth program

are competencybased. This means that there are certain standards in each

of the areas that you will be expected to meet. For example in the area of

communication skills, one indicator would be "Use of listening skills" %s

determined by "being able to repeat and explain information presented."

When you can show your job coach in class or on the job that you are able

to repeat and explain information presented, you will have met the standards

or attained that ability.

On the next series of pagts, the work maturity skills are broken down

into 5 major areas: (1) Dependability/Reliability, (2) Communication Skills,

(3) Personal Relations, (4) Initiative/Productivity, (5) Worker Rights. In

each of the five areas, the indicators or specific skills are listed and how

you will achieve those skills.

:!441.
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YOUR CLASSES

Classes will be held 1-2 hours per week at the worksite if possthle and in

small groups. Your classes will be developed using interesting act:rities that

will work toward your attainment of all the colpetencies in the work maturi-y

area.

ASSESSMENT

You will complete an assessment interview with your job coach who will use

the questionnaire found in the appendix. Your job coach will be determining

how many of the competencies you have already attained, will get to know you and

your needs. In some cases youi job coach may refer to you to another agency for

assistance in a special area such as food stamps, rent assistance, medical atten-

tion, or in-depth counseling. After assessment, your job coach will develop you,.

individual plan for attaining all the competencies. The form for Individaul

Development Plan can be found in the Appendix.

COUNSELING IN SYETP

In addition to the assessment session, your job coach will meet with you

individually at least two more times during the summer program. The second

session is usually about mid-point to check on your job proeress, and at the end

to the program there is an evaluation session of your 8 week work perforiance.

CERTIFICATION FILE

Your job coach will keep a file of your work in order to determine that

you have met the benchmarks for each competency.

EVALUATIONS

You will be evaluated by your supervisor on how well you complete your

job duties. You will also be evaluated on the competencies by your job coach.

The form for this evaluation can be found in the Appendix,
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CERTIFICATE

At the completion of the 8 week program you will receive a certificate

stating what competency areas you successfully completed and attained to

standards of the program. A sample certificate can be folind ir the Appendix.



EMPLOYEE HANDBOOK

THE RULES

WE WORK BY AT INLAND

Every successful organization needs a few clear rules.

You probably wouldn't want to work for a company that

didn't have any, Rules are needed not only to maintain

efficiency but to protect the rights of all employees.

We have found that certain procedures give you and

your fellow workers the greatest measure of safety,

cooperation and opportunity. They are the type of

things that most of us do automatically as.considerate

men and women. For the good of all, each employee is

asked to observe them.

Commission of any of the following acts will be

sufficient grounds for disciplinary action ranging

from reprimand to immediate discharge, depending

upon the seriousness of the offense in the judgment

of management.

INLAND DIVISION

General Motors Corporation

Dayton, Ohio

41 4

Falsification of personnel or other records.

(Discharge)

2. Ringing the clock card of another.

(Balance of shift & five days to discharge)

3. Repeated failure to ring own clock card.

(Written reprimand to discharge)

4, Using another's badge or pass, or permitting

another to use your badge or pass to enter the

property. (Balance of shift & five days to

discharge)

5. Failure to display your identification badge or

pass as instructed. (Balance of shift & two

days to discharge)

6. Absence without reasonable cause. (Balance of

shift in-plant suspension to discharge)

7. Reporting late for work. (Balance of shift

in-plant suspension to discharge)

8. Absence of three working days without properly

notifying management. (Not applicable)

9. Leaving own department or the plant during

working hours without permission. (Written

reprimand to discharge)

10. Distracting the attention of others, or causing

confusion by unnecessary shouting, catcalls, or

demonstration in the plant. (Verbal reprimand ti

discharge)

11. Creating or contributing to unsanitary condition

(Written reprimand to discharge)

12. Possession of weapon on Company premises at any

time. (Discharge)

13. Refusal to obey orders of foreman or other

supervision. (Balance of shift & two days to

discharge)

14. Refusal or failure to do job assignment. (Do thi

work assigned to you and follow instructions; an

complaint may be taken up later through the

regular channels.] (Balance of shift & two days

to discharge)

15 Unauthorized operation of machines, tools or

equipment. (Balance of shift to discharge)

411 8



16. Making scrap unnecessarily, or careless workmanship.

(Written reprimand to discharge)

17. Horseplay scuffling, running or throwing things.

(Balance of shift to discharge)

18. Wasting time or loitering in toilets or on any

Company property during working hours. (Verbal

reprimand to discharge)

19. Smoking except in specifically designated areas and

during specified periods. (Verbal reprimand to discharge)

20. Threatening, intimidating, coercing or interfering with

employees or supervision at any time. (Balance of shift

& 1 week to discharge)

21. Unauthorized soliciting or collecting contributions

for any purpose whatsoever during working time. (Verbal

reprimand to discharge)

22. Unauthorized distribution of literatures written or

printed matter of any description in working areas on

Company premises during working time. (Verbal reprimand to

discharge)

23. littering, or contributing to poor housekeeping, unsanitary,

(4 or unsafe conditions on plant premises. (Written reprimand

to discharge)

24. Posting or removal of notices, signs, or writing in any form

form on bulletin boards or Company property at any time

without specific authority of management, (Written reprimand

to discharge)

25. Misuse or removal from the premises without proper authoriz-

ation cf employee lists, blueprints, Company records, or

confideltiil information of any nature, (Discharge)

26. Gambling, lottery or any other game of chance on Company

premises at any time, (Balance of shift & one day to discharge)

27. Abuse, misuse or deliberate destruction of Company

poperty, tools, equipment or the property of employees In

any manner. (Balance of shift & thirty days to discharge)

28. Restricting output.

(Balance of shift & three days to discharge)
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29. The making or publishing of false, vicious or

malicious statements concerning any employee,

supervisor, the Company or its products.

(Verbal reprimand to discharge)

30. Abusive language to any employee or supervisor.

(Balance of shift & two days to discharge)

31. Fighting on the premises at any time.

(Balance of shift & five days to discharge)

32. Theft or misappropriation of property of

employees or of the Company, (Discharge)

33. Possession of, or dring of, liquor or any

alcoholic beverage on Company property at any

time, Reporting for work under influence of

alcohol, when suffering from alcoholic hangover,

or in an unsafe condition. (Balance of shift &

three daYs to Aischarge)

34. Sabotage. (Discharge)

35, Disregard of safety rules or common st y

practices. (Verbal reprimand to eschurge)

36. Assignment of wages or frequent garnishments,

(Verbal reprimand)

37, Immoral conduct or indecency. (Balance of shif

& five dyas to discharge)

30. Throwing refuse or objects on the floors or out

the windows. (Written reprimand to discharge)

39, Stopping work or making preparations to leave

work [such as washing up or changing clothes]

before the specified lunch period or before the

specified quitting time. (Written reprimand to

discharge)

40. Repeated violations of shop or safety rules.

(discharge)

41. Use, possession, distribution, sale or offering

for sale, of narcotics or dangerous drugs

including marijbana or any hallucinogenic agents

on Company property at any time. Reporting for

work under the influence of narcotics or

dangerous drugs. (Balance of shift three days

to discharge)
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OENRAL SAFETY RULES

1. Machinery or equipment may be operated only after you

have been thoroughly instructed in its safe operation

by your foreman or someone designated by your foreman.

The permission of the foreman or some designated by

your foreman is required before operating any piece of

machinery or equipment,

2. The wearing of loose clothing, long sleeves, neckties,

rings, bracelets, necklaces, or similar jewelry is not

permitted while working on or around moving machinery.

3. Safety glasses must be worn on all jobs 100% of the

time with the exception of offices, cafeterias, and

locker rooms. Addqd protection in the form of side

shields or coverall goggles must be worn on grinding,

chipping, welding and scratch brush jobs. (See eye

Protection requirements outlined on pages 6 and 7 of

thete rules).

4. All protective clothing such as gloves, caps, aprons,

masks, boots, etc., must be worn as directed.

0 5. Obtain assistance in lifting heavy loads, Bend your

knees and keep your back straight to avoid strain.

6. Running is a dangerous practice and is forbidden on

company property.

7. Horseplay, scuffling, or throwing things is strictly

prohibited.

IL Caution should be exercised in talking with the operator

of a machine while it is in any sequence of its operation(s),

9. All machines, except those specified by supervision,

must be shut off while unattended.
Machines that are

kept running must carry a sign reading "Caution . This

machine is running",

10. Learn the location and operation of all safety switches

and devices in connection with your job.

11 Catcalls, whistling,
unnecessary shouting or.distracting

the attention of others is probhibited.

12. Climbing or jumping over conveyors as well as

walking or riding on them is prohibited,

13. Oily rags must be placed in the containers

provided for them. Accumulation of oily rags

represents a serious fire hazard.

14. Report all defective or dangerous equipment to

your foreman promptly,

15. The placing of your hands or any part of your

body on moving machinery is a dangerous practice,

and should therefore be avoided.

16. Housekeeping is an important part of the safety

program - keep your work place clean & orderly.

17. Floors should be kept free of oil) water, and

other slippery substances.

18. Be on the alert while walking through the plant

to avoid walking into the path of a lift truck

or other moving vehicles. Walk to the right side

of the aisles and give lift trucks sufficient

clearance to pass. Reading while walking is a

dangerous pmactice.

19. All safety guards must be in place before

operating a machine. Guards may be removed for

purposes such as repair and then only by

authorized persons.

20. Employees working in oils, coolants, or other

material which could cause skin irritations

shotld wash their hands and other exposed parts

of their body several times daily. Use of

protective creams and other precautionary

measures may be helpful and might be specifically

recommended. Cleanliness is an important factor

in the control of Dermatitus.

21. Repairs, adjustments and changes to machinery

must be made by persons authorized to do that

type of work.

22. The use of compressed air to blow off your

clothing or person is a very dangerous practice

and is strictly prohibited. The air hose shall

be used only for the purpose for which it is

intended and shall never be directed toward a

person,



23, Open.toed shoes are not permitted on any job. Safety

shoes are recommended footwear, whether at work or not,

and may be purchased at the plant on a payroll deduction

plan.

24, Grasping moving parts of machinery, such as spindles and

chucks to stop them is a dangerous practice and is prohibited.

25. All tools shall be used only for the purpose for which they

are Intended. Misused or damaged tools such as those

without handles, broken handles, or mushroomed heads are

dangerous end should be replaced at once,

26. Disorderly conduct or failure to observe rules of good

housekeeping in the plant, Including rest rooms, Is

prohibited,

27, The use of gasoline or other unauthorized solvents for

washing your person or equipment strictly forbidden,

28, Avoid looking at the arc of an electric welder or the flame

of a gas welder because of the harmful effect to the eyes.

29, Always use the pedestrian doors where they are specifically

provided.

830. Use caution in going up and down stairs. Do not run or

attempt to put on a coat or other garments on a stairway.

Be sure to use the hand rail.

31, Machinery must be shut down when making changes, repairs,

etc. It is a requirement that the power be locked in the

"Off" position when repairs or cleaning Is In progress,

Be certain to use a "Safety Lock" authorized or issued for

locking equipment in the "Off" position.

32, Only authorized employees (such as electricians) are

permitted to make changes or repairs on electrical equipment.

33. Always proceed in a forward direction when moving material

by use of a hand truck. Be sure you have a clear view ahead

at all times.

34. All safety equipment including mechanical devices provided

must be used as directed by your foreman.
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GENERAL SAFETY RULES IN EFFECT AT INLAND

INCLUDING EYE PROTECTION REQUIREMENTS.

SMOKING REGULATIONS, AND

FIRE PROTECTION RULES

These General Safety Rules are applicable to all

employees. Specific safety instructions for your

job will be given you by your foreman. The study

and use of rules such as these will build safe

work habits that are your best protection against

injury.

Violation or disregard of these safety rules will be

sufficient grounds for disciplinary action, ranging

from reprimand to immediate discharge, depending on

the seriousness of the infraction in the judgment

of Management.

417



EYE PROTECTION REQUIREMENTS

All employees of and visitors to Inland shall wear, at all time,

eye protection of a type designated by the Safety Department

and supervision. This includes ohlie in transit or working in

defined alsieways. While in the following areas, which are

to be considered as exceptions to the 100% safety glass rule,

persons need not wear the protection unless engaged in work

(see special note below) involving a hazard to the eyes,

1. Office employees and visitors In enclosed offices.

2. Locker rooms, except employees working in locker room.

3. Enclosed eating areas, except employees working in these

areas.

4, Areas outside buildings, but not including employees

working outside.

5. Removal of eye protection for the purpose of cleaning,

adjustment or repair should be done in a safe manner.

6, Employees in transit In main aisles to their locker room

when coming to work and from their locker room when

leaving the plant,

SPECIAL NOTES: In any area excented from the 100% rule, eye

protection must be worn when grinding, chipping, welding,

cutting, drilling, riveting, burring, buffing, spraying,

scratch brushing, dipping, nailing, banding, handling loose

bands, striking steel against steel, when using air hose,

or when handling caustic, acid, or chemical solutions, Eye

protection must also be worn by those working in close

proximity to the above listed operations, when so instructed

by the foreman.

Employees and visitors are required to wear eye protection

as designated unless given permission to do otherwise under

certain specific conditions by their supeNision and the

Safety Department.

Employees having satisfactory vision in only one eye shall wear

eye protection of the type designated by supervision at all

times during the employees' working hours, irrespective of the

work assignment. The Safety Department will have the

responsibi-Iityfor.detennifting-the-properprotection to be worn,
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SMOKING POLICY - RULES AND REGULATIONS

Smoking will be authorized in those areas and on

those operations as designated by Management where

it does not interfere with the efficiency of the

operations, the welfare of the employees, the

quality of the products, or create fire or safety

hazards. In return it is expected that all employees

will observe all regulations and conditions of

this policy. The Management reserves the right to

extend, restrict or amend the smoking policy at

any time,

1. No person will be permitted to smoke while

walking along aisles, except in those

specifically designated and marked as areas

in which smoking is permitted.

2. Smoking will not be permitted at any time in

restricted areas. Restricted areas will be

designated by management,

3 No one will be permitted to smoke in any

department the last thirty minutes of any

working period or shift.

4. Smoking will not be permitted at any time in

wash rooms, toilet rooms, locker rooms or

similar facilities.

5. Smoking will not be permitted at any time in

tunnels, penthouses. or on the roof of any

building,

6. Persons working on a restricted job may smoke

in the adjoiqIng unrestricted area. In those

cases where large areas are restricted,

smoking areas will be provided,

7.. The placing of any form of discarded tobacco

or containers on the floor or in suction

systems, sumps, machine beds, chip cans, waste

cans, etc., is absolutely prohibited.

8. Each department or smoking area will be subject

to a daily inspection for housekeeping. If
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8. Each department or smoking area will be subject to a daily

inspection for housekeeping. If cigarette butts, rags,

paper, unnecessary oil or dirt are found on the floor, under

benches, or in drawers, or if dirty machinery is found, the

responsible shift or shifts of the department or smoking

area may have the "smoking area" privilege supsended or

revoked if the condition is not corrected.

9: Employees damaging equipment, material or property

through carelessness or negligence in connection with

smoking will be subject to disciplinary action.

10. Any area where smoking privileges are,suspended or revoked

will be treated as a restricted area, and no employee

will be permitted to smoke in the area.

INLAND DIVISION

General Motors Corporation

8/26/74

420

35. Suggestions for the correction of hazardous

conditions are encouraged.

36. Safety signs and literature are reminders

to you to work safely, Read them

carefully and heed their warning.

37. In the event of an emergency, notify,

your foreman or Plant Security,

38, Report any illness or injury, however,

slight, to your foreman, who may want you

to report to the Medical Department,

39. Any employee who is working in an area

where there Is overhead work being

performed, with the consequent hazard

of dropped tools, equipment, etc., is

required to wear a hard hat while in

the area. Bump caps are not adequate

except on jobs or locations where they

have been specifically approved by the

Safety Department,

40, Drink only the water dispensed from the

regular drinking fountains.

41, The placing of fruit, food or other

material in drinking fountains, cooling

tanks, ovens or dispensing machines is

prohibited.

42, Riding on a power hand truck is prohibited.

Never use the forks of a lift truck to

elevate a person overhead.

FIRE PROTECTION RULES

A. Learn the specific fire hazards on your job.

B. Report any unusual fire hazards to your

foreman.

C. Familiarize yourself with the proper method

of sounding a fire alarm and the location

of the nearest fire alarm box.

D. Familiarize yourself with emergency

equipment and the emergency evacuation

procedure in your department.

E. Do not block fire extinguishers, fire hose,

emergency breathing equipment, fire exits,

fire blankets or stretchers.



DisplAy 81.

WORK RULES

STATE LAW

Any behavior that violates a state law (i.e. drinking, drugs, arson, theft) will
be dealt with according to the law. This can involve reporting to the police
and prosecution follow-through.

WORK RULES

1. Students who use alcohol or drugs while on thejob will be terminated from
the work program.

2. Students found guilty of stealing or damaging property at work or the personal
property of iniividuals at work will be terminated. They will also be
held responsible for complete restitution. Police will be called if neces-
sary.

3. Students who possess, transmit, buy, sell or use weapons of any kind on or
near school or work grounds, property, buses or during work hours will be
suspended. If there is threateninn or assault with any weapon, the police
will be called immediately.

4. Students found guilty of assaulting (i.e. hitting, kicking, etc.) students
or school personnel will be disciplined.

S. Students found guilty of threatening or repeated verbal harassment of stu-
dents or school personnel will be disciplined (i.e. teasing, name calling).

6. Students who willfully disobey or defy reasonable directions given by
school personnel will be disciplined.

7. Students who use profanity will be disciplined.

S. Students who exhibit behavior which is disruptive at work will be disciplined.

9. Students must be on time for work/training.

10. One unexcused absence from work will result in a one day suspension. Two (2)
unexcused absences will result in termination.

The first offense will result in a warning. The second will result in a one-hour
clock-out. The third will result in a one-day suspension from the job. The fourth
offense will result in termination.

I have read the above rules or have had them read to me and I agree to follow
nem. If I do not follow them, I agree that the results which may be applied to
me are fair.

Sionature of Participant

394
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Displky 82.

Attachment Seven

JOB ANALYSIS FORM#

Vocational btudias tdanter
University of Wisconsin-Madison

JOB AREA: JOB TITLE:

Business: Address:

Phone: Number employed:

Person interviewed: Position:

Interviewer: Date:

1. Qualifications

Ages Min. Max.

License: Bond: Yes No Cost:

Union: Open Union Required? Yes No Fee/dues:

Local name: Address:

Experience required:

Tests given:

Application: Forms needed. Yes No

Assistance in filling out forms. Yes No

Personal interview? Yes No Comment:

Health requirements:

Medical examination: Yes No Comment:

Physical requirements:

Hearing: Exceptional Average Not important

Vision: Exceptionsl Average Not important

Speech: Exceptional Average Not important

Carry/lift: Stand/wallo

Crouch/bend: Reach/climb:

Academic skill requirements: Grade Comment:

Language: Grade Comment:

Reading: Grade Comaent:

Writing: Grade Comment:

Math: Grade Comment:

Perionality requirements:

Emotional stability:

Manners:

Appearance:

Other:
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Manual skills re4uired:

Manual dexterity:

Finer-motor dexterity:

Speed:

Precision:

Tools and machines used:

2. Working conditions:

Wages: Pay period: Amount: Overtime:

Raise potential:

Hours: Amount: Work schedule:

Job stability: Temporary: Permanent: Seasonal:

Benlfics: Vacation:

Illness:

Pension:

Other:

Hazards:

Physical:

Health:

Emotional/moral:

Medical insurance:

Workmen's comp:

Surroundings: General dlscripcion

Inside/out: Noise level:

Temperature: Wet/dry:

Supervision: Degree (much/little)

Position of supervisor: Type of supervision:

Warm/democratic Impersonal Autocratic

Employee interaction: Wocks alone With a. group

Describe:

Promotion possibilities:

Initial training: By whom? How?

3. Job Tasks:

Task Machine/Tool Ability

396

(Source: Strategies for
Developing a Coordinated
Vocational Assessment Process
for Youth, Vocational
Studies Center, School of
Education, University of
Wisconsin.)

424



Di spl Ay 83. PRIVATE INDUSTRY COUNCIL
WEST CENTRAL WISCONSIN

AGREEMENT BETWEEN: PROGRAM

Worksite Participant issuing Office
Address Address Address

Telephone Telephone Telephone

Supervisor Soc. Sec a
Authorized
Representative

Title Title

agrees tO:
(Participant's Ham)

A. Perform the following duties

B. Work the following schodute
and be on the Job ready to work by the assigned starting time. I agree to contact my supervisor as soon as possible if I am going
to be absent or late.

C. Maintain the following work standards.
1. Reaction to supervisor

2. Interaction with co-workers

3. Safety

4. Productivity

5. Initiative

8. Work Quality

7. EquipmenUWorkelte Maintenance

8. Work Attire/Grooming

D. Comply with these additional Program Requirements

11. A. Worksite agrees to comply with all conditions of Section 11 of this Agreement; and these additional conditions

; and
B. Consider the participant for permanent employment following successful completion of this agreement_Yes _No

Comment:

111. A. The Private Industry Council agrees to comply with all conditions of Section ill of this Agreement, and

B. Pay the participant per hour for actual hours worked up to hours per week beginning
(date)

and ending on or before
(dale)

Signatures:

(For WorksIto)
Union Concurrence if Collective BargainnIng

pate) Agreement in effect:

(Participant) (Oats)

(For PIC) pa() authorized union nonunion". date
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WORKSITE AGREEMENT

II Worksite agrees to:
A. Provide direct supervision by the aforementioned supervisor,
B. Provide a structured, meaningful work experience for the participant which, to the extent possible, is

consistent with his or her vocational goals.
C. Inform Private Industry Council (PIC) when the participant fails to report to work, when problems arise

on the job or any change in employment status of the participant.
D. Inform PIC of any substantial changes of job duties or work schedule prior to change being made.
E. Allow PIC staff access to the participant during work hours for purpose of monitoring and evaluation.
F. Submit completed time records and performance ratings signed by the participant, instructors and

workslte supervisor according to the attached schedule.
G. Distribute participant payroll checks upon receipt from PIC.

1. Obtain participant's dated signature on attached check release form.
2. Not release payroll check to anyone other than the participant.
3. Return all checks not distributed to PIC.

H. Report immediately any participant injury occurring on the job to PIC.
I. Provide PIC Staff with all information requested regarding participant work performance and behavior.
J. Assure that the participant is not replacing persons that would otherwise be hired by the worksite

agency and to assure that the participant is not performing any tasks that would be the responsibility
of any person now on layoff.

K. Comply with and observe all federal, state and local laws, ordinances and regulations which in any
manner affect the work or its conduct, including the Civil Rights Act of 1964 regarding discrimination
based on race, color, sex, age, handicap, political affiliation or national origin.

L. Inform PIC of any collective bargaining job action (strike, etc.) at the worksite.
M. Inform PIC of any change in status of incorporation that would affect eligibility as a worksite.
N. Comply with any special conditions attached to this agreement.
0. Release the participant from work for activities determined by the parties to this agreement as

necessary for completing program goals.
P. Provide the necessary equipment, tools, supplies, clothing, etc. to perform assigned tasks.
Q. May be responsible for Unemployment Compensation should the youth qualify.

III WEST CENTRAL PIC agrees to:
A. Assure that the participant assigned to this worksite has been certified as JTPA eligible.
B. Assure, where required by age or alien registration, that the participant has a valid work permit.
C. Maintain required personnel recordS and JTPA forms.
D. Pay wages for work and other activities set forth in this agreement.
E. Provide worker's compensation coverage.
F. Provide necessary time records, payroll documents and payroll schedules.
G. Deliver or mail payroll checks to the participants according to the payroll schedule.
H. Visit the worksite at least monthly and be available to the worksite supervisor and participant for

assistance in completing program goals.
I. Provide at least one week notice the participant will be attending other assigned activities in lieu of

work.
J. Supply the participant with an explanation of JTPA rights, rules, benefits and services available.
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WORKSITE AGREEMENT INSTRUCTIONS

The Private Inaustry Council Worksite Agreement is a contract between the
Private Industry Council, the program.participant and a worksite. It is
to be used to clarify the responsibilities of those three parties involved
in a variety of programs including Work Experience, Work Experience Linked
With Training, Entry Employment Experience, Tryout Employment and other
subsidized employment/training programs.

The Worksite Agreement is to be completed by the three parties jointly to
assure common understanding of the provisions of the agreement.

Section I. The Participant Agrees to:

A. Perform the following duties In this section the parties
should define the basic responsibilities to be performed.
If a defined Job Description exists, this may be attached
and referenced here. If an attachment.is used, all parties
shall be provided with a copy.

B. The Work Schedule that is agreed to should be outlined
here. If the schedule is to be somewhat flexible, consider
how you will be able to contact the supervisor and partici-
pant for purposes of monitoring. This section also
indicates the participant's responsibility to notify the
supervisor of lateness or absense.

C. This section is provided to define the responsibility of
the participant in basic skill areas. The PIC staff person
and supervisor should define the expectations in each of
these areas. It is important for all parties to understand
what is required in order to properly evaluate the
performance of the participant in each catagory. The
supervisor is asked to determine each pay period if
performance has been acceptable or in need of improvement.

1. Reaction to supervision - clarify how the supervisor
expects the participant to relate to direction and
supervision.

2. Interaction with co-workers - indicate the do's and
do not's on how to relate with fellow workers.

3. Safety - Identify specific safety concerns on the work-
site.

4. Productivity - Define specific work requiremente in
terms of output and quantity.

5. Initiative - Reach agreement on this area in terms
such as "asks for new assignments when work is completed."

6. Work quality - define expectations in the quality
tolerance for error, etc. Refer back to assigned duties
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7. Equipment/worksite maintenance - responsibilities for
clean-up, taking care of tools, etc.

8. Work attire/grooming - expectations for clothing and
personal hygiene at the worksite.

D. Indicate any requirements for training sessions, job search,
other worksite pruvions.

II. A. Refers to the requirements on the reverse side of the
agreement which must be reviewed with the worksite and
participant. Indicate any specific additional requirements.

B. Clarify the hiring potential at the worksite. If no
potential exists, indicate that this is a temporary job
designed to develop work skills and background.

For Tryout Employment:

1. Try to obtain agreement to hire employees who success-
fully complete or

2. Indicate formal committment to hire will be sought
after 80 hours.

III. A. Review Section III on the 'reverse of agreement and add
any necessary requirements

B. Indicate the rate of pay, hours per week and duration of
program.

Signatures: Obtain necessary signatures prior to commencing
work.

Union Concurrance: If a collective bargaining agreement

is in effect, obtain authorized union
signature.

IV. Distribution copies of this agreement should be distributed
as follows:

Participant - White

Worksite - Canary

Central File - Pink

Field Office File - Gold
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Attachment to Worksite Agreement Instructions

The following are examples of work standards which may be identified
by worksite supervisors on our worksite agreement under item C 1-8.

1. REACTION TO SUPERVISOR - reports to supervisor if late or absent,
accepts guidance and direction, demonstrates respect and understanding
of authority, requests clarification when needed, understands and
resolves differences of opinion, demonstrates attentiveness and
cooperativeness, participates in training, demonstrates flexibility,
is prompt, progressively requires less supervision.

2. INTERACTION WITH CO-WORKERS - helps others and seeks help when
necessary, shows a positive attitude when working with others,
resolves differences of opinion, accepts responsibility for own
actions and understands impact of actions on others.

3. SAFETY - avoids or reduces hazards, recognizes unsafe conditions,
knows basic first aid/CPR, understands emergency procedures, takes
appropriate precautions.

4. PRODUCTIVITY - begins assigned tasks promptly, tasks completed within
specified time frame (quantify specific output requirements),
efficient use of time.

5. INITIATIVE - seeks additional work when assigned tasks are completed,
expresses interest and enthusiansm.

6. WORK QUALITY - completed work neat and accurate, errors corrected,
instructions followed, tolerance for error?

7. EQUIPMENT/WORKSITE MAINTENANCE - clean up, takes care of tools,
set up.

8. WORK ATTIRE/GROOMING - appropriate for job (define), neatly groomed,
hair trimmed, demonstrates good hygiene.
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Display 84.

CITY OF DETROIT
EMPLOYMENT AND TRAINING DEPARTMENT

SUMMER YOUTH EMPLOYMENT AND TRAINING PROGRAM

YOUTH COMPETENCY ASSESSMENT AND CERTIFICATION

The purpose of the attached SYETP Youth Competency Assessment Form is to provide a
documented evaluation of acquired work maturity skills that young workers must have to
successfully seek and retain employment.

The attached benchmark assessment form will provide a written record to help
participants identify and acquire skills that employers use to select employees. All youth,
who in the judgment of the worksite supervisor have acquired sufficient work maturity
skills, will receive a youth competency certificate.

The enrollment and certification process for SYETP participants includes an initial
determination of previous work experience and skills that serve as a preassessment of
work maturity skills.

The worksite supervisor is required to:

giye a copy of the assessment form to the participant on the first day of work
and review the assessment process including the supervisor's evaluation at the
end of the project;

explain the relationship between sound work maturity skills and obtaining and
retaining employment;

discuss with the participant any areas of work performance that fall below the
minimal accepted levels of competency at the mid-point of the program;

encourage young workers to acquire work maturity skills throughout their
summer work experience;

complete the assessment form during the participant's last work week;

review the final assessment with the participant before the end of the program.

Competency assessment data will be verified by SYETP staff.

Participants must be evaluated as competent or above in all areas to receive a
certificate.

Youth competency assessment and certification can act as a stepping stone to opportunity
for young people by helping prepare them to meet the challenge of an increasingly
competitive employment environment. By identifying the tools youth need. youth
competency programming will allow young people to continue to build a foundation for
future employability.
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D. Records and Acknowledgement of Achievement--The 15 County SDA which operates
the Maine Model awards a "Work Readiness Certificate" that represents the pre-
employment and work maturity capabilities attained by participants during the program.
Display 85 shows the paper trail used to track needs determination, prioritization for
services, and acquisition of competencies in the Maine approach. (See Display 85.)

Displays 86 and 87 provide straightforward and practical formats for recording and
acknowledging participant achievement. The material in Display 86 is from the Montana
Youth Employment Competency System, while the selection in Display 87 is from the
Central Ohio Rural Consortium. Displays 88 and 39 contain tracking forms for the job
changing and work maturity competencies from the Florida State Department of
Education's Employability Skills Series, discussed earlier in this chapter. The first is from
the booklet "Job Changes," and the second is from the booklet "Good Work!". The

appendix keyed to this chapter contains additional certification and documentation
materials related to the area of pre-employment/work maturity. (See Displays 86 through
89.)
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8

Name of Youth:

ASSESSMENT AND CERTIFICATION OF COMPETENCIES FORM

Date Enrolled: Counselor:

Competency Area/Specific Competency

First

Introduced

Initial

Assessment

Priority for

Instruction

Date

Certified

How

Certified

CAREER DECISION-MAKING:

SELF-ASSESSMENT -

a. Assess values in relation to the

world of work

b. Identif skills and altitudes

c. Descr le emp oyment story

and experience ....fta.m.........m.
d Describe obstacles to emilo ment

CAREER AWARENESS -

a. Identify career clusters

b. Describe specific jobs witilin

clusters

c. Describe the daily job functions

for 3 specific jobs ,

LABOR MARKET INFORMATION -

a. Describe the current local

labor market

b. Identify growth/demand

occupations

c. Discuss the characteristics of

3 occupations

d. Relate to specific career choices

to local/regional labor market

CAREER CHOICE -

a. Select an appropriate careerjoal

b. Identify abilities used in that

career that can be transferred to

other careers

c. Formulate a reasonable plan for

achieving that career goal

d. Ability to make a realistic

career choice

.
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ASSESSMENT AND CERTIFICATION OF COMPETENCIES FORM (Page Two) Name of Youth:

Competency Area/Specific Competency

First
Introduced

Initial
Assessment

Priority for
Instruction

Date
Certified

How
Certified

LIFE/WORK MANAGEMENT:

MANAGING PERSONAL RESPONSIBILITY -
a. Provide reliable transportation
b. Provide adequate child care
FProvide basic needs such as

food, shelter, clothing
il. Use adequate consumer skills

and manage money
e. Be committed to freedom from

substance abuse
f. Be physically able to work

PROBLEM SOLVING/COPING -
a. Identify a problem
b. Analyze the problem
c. Develop alternative solutions
d. Choose a course of action
e. PerseveVe through obstacles

JOB GETTING:

JOB SEEKING -
a. Identify job opportunities

RESUMES AND APPLICATIONS -
a. Complete an application
b. Develop a resume

CONTACT SKILLS -
a. Contact a prospective employer

by phone, letter or in person &
make a favorable first im-
pression

INTERVIEWING -
a. Prepare for an interview, inter-

view effectively, and understand
the purpose of the interview , ,
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ASSESSMENT AND CERTIFICATION OF COMPETENCIES FORM (Page Three) Name of Youth:

Competency Area/Specific Competency
First

Introduced
Initial

Assessment
Priority for
Instruction

Date I How
Certified( Certified

WORK MATURITY:

DEPENDABILITY/RELIABILITY -
a. Maintain an acceptable attendance

record
b. Maintain_punctuality 1

c. Give timely notice of interrup-
tions to work schedule

d. Demonstrate reliability
e. Follow the rules of the worksite

or training site

COMMUNICATION SKILLS -
a. Follow instructions
b. Ask for clarification
c. Speak clearly and effectively
li. Use listening skills

PERSONAL RELATIONS -
a. Maintain a positive attitude

toward others on the worksite
b. Accept supervision and

criticism
c. Cooperate with co-workers and

accept chain of command _

INITIATIVE/PRODUCTIVITY -
a. Organize time effectively
b. Sustain responsibility
c. Exhibit ownership in the

quality of the product

WORKER RIGHTS -
a. Understand state and federal

tax forms
b. Describe local employers'

benefit packages
c. Identify legal rights and

'responsibilities on the work
place

I



ASSESSMENT AND CERTIFICATION OF COMPETENCIES FORM (Page Four) Name of Youth:

If the work maturity competencies were attained at a worksite, Name of Employer:

Place of Employment: Dates at Worksite:

General Progress Notes (Class or Week 1):

Week 2:

Week 3:

Week 4:

Week 5:

Week 6:

Week 7:

Completed competency areas. Certificate of Achievement awarded . Employability Skil

Achievement Record issued on what date: Plans for training or work:

436



Name of Client:

Instructor(s):
Training site:
Duration, From:

Individual Development Plan(IDP)

Date:

to:

The following competency areas, specific competencies, r indicators that are
checked below have been'certified during the initial assessment process as having
been attained prior to any competency development classes.

CAREER DECISION-MAKING:

Self-Assessment

Values Emp.history
AbilifriF Obstacles

Career Awareness

Clusters Daily job
Jobs Duties

Labor Market Inform.

Local Market
Growth/demaa---
Charc. of Occ
Career choice to
labor market

Career Choice

App.career goal
Transfer skills
Plan for goal
Realistic chora

LIFE/WORK MANAGEMENT:

Managing Personal Res

Transp. Money
Childcare Sub.Abuse
Phy.OK free
Basic needs

Problem Solv./Coping

Problem Course
Analyze Persevere
Alternaliies

JOB GETTING:

Job Seeking
Job Opportunities

Resumes &
Appl. Resumes

Contact Skills
Contact emplys.
Interviewing
Prepare int.
Inter.OK

WORK MATURITY:

Dependability/Reliability

Attend. Reliable
Punctual-- Follow
Notice orTnteruptions

Communications

Instruct. Speaks well
Clarification Listens

Personal Relations

Post.Att, Cooper
Supv.$ Crit. Chain of Com.

Inititive/Productivity

Time Quality of work
RespiViible

Worker Rights

Tax forms Legal rights
Employee EiFefits

The competency areas, specific competencies or indicators that are circled above
will be developed during the competency development period. Their order of priority
for instruction will be:

1st

2nd

3rd

4th

5t
6th

7th

8th

9th

10th

llth

12th

Priority numbers that are possibilities for group activities are:

Priority numbers that are possibilities for individual activities are:

Oter:

, state that I have read and had the above IDPaus s Aiugpt1
ex

2
my instructor(s). I agree to this plan of instruction and com-

petency development.

Signed:

Date:
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ABC PROGRAM SERVICES ORGAPIZATION
EMPLOYABILITY SKILLS ACHIEVEMLNT RECORD

Participant Name:

Training Period from to

Job Site or training
site:

aREER DECISIORTMAKIWAREA

COMPETENCIES/SKILLS DEMONSTRATED 'MEETS STANDARDS/DATE EACEEUS STANDARDS/DATE

SELF-ASSESSMENT

Can assess values in relationto work

Identifies skills and aptitudes

Describes employment history and
experience

Describes obstacles to employment

,
CAREER AWARENESS

Identifies career clusters

Describes specific jobs in those
clusters

Describes the daily functions for
three specific jobs

LABOR MARKET INFORMATION

Can describe the local labor
market

Knows growth/demand occupations

Can discuss characteristics of
three occupations

Can relate the specific career choice
to local/regional labor market

CAREER CHOICE

Can select an appropriate career
goal

Identifies abilities in career goal
that can be used on another job

Can plan to achieve that career goal

Can make a realistic career choice

Arlo
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ABC PROGRAM SERVICES ORGANIZATION
EMPLOYABILITY SKILLS ACHIEVEMENT RECORD

Participant Name:

Training Period from:
Job site or training site:

LIFE/WORK MANAGEMENT AREA

to

COMPETENCIES/SKILLS DEMONSTRATED MEETS STANDARDS/DATE EXCEEDS STANDARDS/DATE

MANAGING PERSONAL RESPONSIBILITY

Has reliable transportation

Provides adequate child care

Provides basic needs stich as
food, shelter, clothing

Has adequate consumer skills
and can manage money

Is committed to.freedom from
substance abuse

Is physically able to work
-

PROBLEM SOLVING/COPING

Can identify problems

Can analyze a problem

Can develop alternative solutions

Un choose a course of action

Can presevere through obstacles

. JOB GETTING AREA

JOB SEEKING
Can identify job opportunties

RESUMES AND APPLICATIONS
Can complete an application

Can develop a resume

CONTACT SKILLLS

Can contact an employer by
phone, letter, or in person
and make a favorable impression

INTERVIEWING

Knows how to prepare for an
interview and can interview effectivW

i
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ABC PROGRAM SERVICES ORGANIZATION
EMPLOYABILITY SKILLS ACHIEVEMENT RECORD

Participant Name:

Training Period from: to

Job Site(s) or
Classroom Site:

WORK MATURITY AREA:

Com etencies Skills Demonstrated Meets Standards Date Exceeds Standards Date

DEPENDABILITY/RELIABILITY

Maintains Acce.table Attendance

Maintains Punctuality

Gives Notice of Interruptions

Demonstrates Reliability

Follows Rules of Workplace

OMMUNICATION SKILLS

Follows Instructions

Seeks Clarification

Speaks Clearly & Effectively

Uses Good Listening Skills

PERSONAL RELATIDNS

Maintains Positive Attitude

Acce.ts Suservision & Criticism

Cooperates with Others

Accests Chain of Command

INITIATIVE/PRODUCTIVITY

Organizes Time Effectively .

Is Generally_Responsible

Cares about Quality of Work

WORKER RIGHTS

Understands Use of Tax Forms

Understands Employee Benefits

Understands Legal Rights &
Responsibilities of Workplace

I certify the above to be an accurate record of performance.

UAME:

TITLE:
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CERTIFICATE OF ACHIEVEMENT

This is to Certify that

has completed a program of instruction in

EMPLOYABILITY SKILLS

and has met or exceeded standards of performance

required by the ABC Program Services Organization

and by the ABC Priiiate Industry Council for award of

this Certificate.

Counselor/Instructor:

Program Director:

PIC Representative:

441
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Trainee

PRE-EMPLOYMENT AND WORK MATURITY ATTAINMENT RECORD

Social Security #

Initial Assessment Post Assessment

Goals

Initial

Assessment

Method of

Assessment/Comments Date

Staff

Intl.

Post

Assessment

Method of

Assessment/Comments Date

Staff

Intl.

1. Dgmonstrates ability

to make personal choices

among occupational areas

by (1) completing an

interest inventory

instrument or a

vocational exploration

exercise, and (2)

articulating decisions

about three career

preferences.

__Needs Work

__Skilled

Needs Work

Skilled

2. Demonstrates ability to

use job search techniques

by identifying.six

different ways to find

out about job openings.

__Needs Work

__Skilled

Needs Work

Skilled

3. Demonstrates ability to

apply labor market

knowledge by written

identification of three

potential employers,

including: names,

addresses, telephone

numbers, hours of

business, hiring

practices, (how to apply

for work), and present

openings within

occupational choices

identified on Section IV

of the Employability

Development P' ,n.

Needs Work

Skilled

Needs Work

Skilled
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Trainee

Initial Assessment Post Assessment

Goals

Initial

Assessment

Method of

Assessment/Comments Date

Staff

Intl.

Post

Assessment

Method of

Assessment/Comments Date

itaff

Intl.

i. Demonstrates ability to

. prepare a job application

in terms of neatness,

legibility, accuracy,

completeness, grammar

and spelling by scoring

at least 90% on a sample

application form.

Needs Work

Skilled

__Needs Work

Skilled

5. Demonstrates ability to

construct a job resume

in terms of neatness,

legibility, accuracy,

completeness, grammar

and spelling by scoring

at least 90% on a job

resume exercise.

__Needs Work

Skilled

Needs Work

Skilled

6. Demonstrates ability to

effectively interview

for a job by scoring at

least 80X on the Standard

Job Seeking Interview

Checklist.

__Needs Work

__Skilled

_Needs Work

Skilled

,

7. Demonstrates awareness

and understanding of

basic life/survival

skills as they affect

ability to seek a job,

by identifying personal

employment barriers within

Section III of the

Employability Development

Plan and developing

resolutions to those

barriers,

Needs Work

Skilled

Needs Work

Skilled

JST0 30 (New 10/84)



Trainee

Initial Assessment
.

Post Assessment

.... .

Goals

Initial

Assessment

Method of

Assessment/Comments Date

Staff

Intl.

Post

Assessment

Method of

Assessment/Comments Date

Staff

Intl.

i. Demonstrates ability to

work effectively within

an organization by

adhering to standards set

by appropriate officials

(e.g., employer for work

situations and instructor

or activity settings)

in at least 90% of the

work/classroom

experience.

__Needs Work

Skilled

Needs Work

Skilled

9. Demonstrates good

listening skills by

following directions and

completing assignments

in at least 80% of

program activities as

measured on an employer/

instructor/staff rating

form.

Needs Work

Skilled

Needs Work

__Skilled

10. Demonstrates good verbal

skills as evidenced by

ability to transmit

direction, ask for

clarification, and

speak clearly in at

least 80% of program

activities as measured

on an employer/

instructor staff rating

form.

__Needs Work

Skilled

__Needs Work

__Skilled

,

.
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Competency Area Summary: PRE-EMPLOYMENT AND WORK MATURITY

Trainee: Agency:

Goals

1. Demonstrates ability to make personal choices among

occupational areas by (1) completing an interest

inventory instrument or a vocational exploration

exercisel, and (2) articulating decisions about

three career preferences.

Demonstrates ability to use job search techniques

by identifying six different ways to ftnd out about

job openings.

Demonstrates ability to apply labor market knowledge

by written identification of three potential

employers, including: names., addresses, telephone

numbers, hours of business, hiring practices (how

to apply for work), and present openings within

occupational choices identified on Section IV of

the Employability Development Plan.

Demonstrates ability to prepare a job application

in terms of neatness, legibility, accuracy,

completeness, grammar and spelling by scoring at

least 90% on a sample application form.

Demonstrates ability to construct a job resume in

terms of neatness, legibility, grammar and spelling

by scoring at least 90% on a job resume exercise.

Demonstrates ability to effectively interview for

a job by scoring at least 80% on the Standard Job

Seeking Interview Checklist.

MD 31 (Npw lupto
448
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Goals

7. Demonstrates awareness and understanding of basic
life/survival skills as they affect ability to seek
a job, by identifying personal employment barriern
within Section III of the Employability Development
Plan and developing resolutions to those barriers.

8. Demonstrates ability to work effectively within an
organization by adhering to standards set by
appropriate officials (e.g., employer for work
situations and instructor for activity settings)
in at least 90% of the work/classroom experience.

9. Demonstrates good listening skills by follOwing
directions and completing assignments in at least
80% of program activities as measured on an
employer/instructor/staff rating form.

10. Demonstrates good verbal skills as evidenced by
4b. ability to transmit directions, ask for clarification,

and speak clearly in at least 80% of program
activities as measured on an employer/instructor/
staff rating form.

449
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This is to certify that

has met the

PreEmployment

Conducted by

goals for and attained the competency:

and Work Maturity

: ._._._..._._...

Montana

Department Of Labor And Industry

Job Service And Training Division

AVAN

tt

14

--,'44-4,-------

Date
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Skills Required for Attainment of Competency: Preimplorent and Work Maturity

1. Demonstrates ability to make personal choices,among occupational areas by (1) completing an interest inventory

instrument or a vocational exploration exercise, and (2) articulating decisions about three career preferences.

Demonstrates ability to use job search techniques by identifying six different ways to find out about job

openings.

3. Demonstrates ability to apply labor market koowledge by written identification of three potential employers,

including: names, addresses, telephone, numbers, hours of business, hiring practices, (how to apply for work),

and present openings within octupational choiceE identified on Section IV of the Employability Development

Plan.

4. Demonstrates ability to prepare a job application in terms of neatness, legibility, accuracy, completeness,

grammar and spelling by scoring at least 90% on a sample application form.

5. Demonstrates ability to construct a job resume in terms of neatness, legibility, accuracy, completeness,

grammar and spelling by scoring at least 90% on a job resume exercise.

6. Demonstrates ability to effectively interview for a job by scoring at least 80% on the Standard Job Seeking

Interview Checklist,

7, Demonstrates awareness and understanding of basic life/survival skills as they affect ability to seek a job,

by identifying personal employment barriers within Section III of the Employability Development Plan and

developing resolutions to those barriers,

8. Demonstrates ability to work effectively within an organization by adhering to standards set by appropriate

officials (e,g., employer for work situations and instructor or activity settings) in at least 90% of the

work/classroom experience,

9. DemonStrates good listening skills by following directions and completing assignments in at least 80% of

program activities as measured on,an employer/instructor/staff rating form.

10. Demonstrates good verbal skills as evidenced by ability to transmit direction, ask for clarification, and

speak clearly in at least 80% of program activities as measured on an employer/instructor staff rating form.
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Displq 87.
COMPEDENCY maim= BAIX-UP ii

Purpose

A series of Competent", Checklist BackAp forms have been provided to
document the adhievement of benChmarks by the participant. The forms
contain the Competency Indicator, the bendhmark and a space to provide
the type of assessment used to certify that the competency has been
attained.

Different levels of achievement have been identified for groups of youth
who demcmstrate specific Characteristics. The Chart describing groups
and required scores should be used in conjunctionwith the Badk-Up
Checklists.

Requirement

The Competency Checklist BackAip forms must be present in eadh
participant's file verifying that the participant has attained the
benchmarks associated with eadh required competency area prior to taking
an l!Attaitted PIC Competency" termination.

Responsibility

1. It is the responsibility of the ETD to indicate what assessment
tool was used.

2. It is the responsibility of the ETD staff to complete the forms
and maintain them in the participant's file.

3. It is the responsibility of the Adndnistrative of:fice to monitor
the files to assure the presence of the necessary documentation.

Completim the Forms

1. Assessment Tool Used and Comments: Enter the type of assessMent
tools used. For example, the name of the test, modk interview,
demonstration, etc. Copies of completed tests or equivalent
should be maintained in the participant's file.

Comments should include the participant's level.

2. SA/NSA: Chedk whether or not the participant has satisfactorily
attained the bendhmaek (SA), or has not satisfactorily attained
(M) the benChmeek. The standards established for eadh level
should be used to determine "satisfactorily attained".

3. Date Attained: Ehter the date the participant attained the
bendhmark.

4. Initials: The person who verified that the participant has
attained the benchmaek should place his/her initials in this
space.
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Name: SA - Satisfactorily Attained
NSA - Not Satisfactorily Attaine

Initials
Competency Area: I. Demonstrates skill in seeklr.g employment

COmpetency Indicator: 1.1 Identifies and uses sources of employment

BENCHMARK ASSESSIENT TOOL USED AND COMMENTS SA NSA DATE
ASSESSED

Defines vocabulary words related
:!4

to employment.

.

Question 1 of "Score 100"

Reads and utilizes want ads. to
identify job openings.

Questions 2 - 8 of "Score 10,:"
. .

Lists the sources and techniques
for finding a job.

Question 9 of "Soore 100"

Lists at least five different
places V, find a job.

Question 10 of "Score 100"

Competency Indicator: 1.2 Describes the methods for getting a job
application or interview

Initials

Ammon Tom ono AND commas SA DATE
ASSESSED

lists five methods for getting a
job application or interview.

Question 11 of "Score 100"

l
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Name:

hi nu IA on.4 id. ems ..,

BA - Satisfactorily Attained
NSA - Not Satisfactorily Attain&

Initials
Cbmpetency Area: II. Demonstrates skill in seeking employment

Competency Indicator: 2.1 Identifies work relevant information about self

BENCHMARK ASSESSMENT TOOL USED ANDCOMMITS SA NSA

Completes a job application neatly
and accurately,

Question 12 of "Score 100"

Writes a resume. Question 13 of "Score 100" and
resume

Identifies personal interests,
skills and abilities.
(Caaplimentsry)

_ ,

Caapetency Indicator: 2.2 Exhibits appropriate intervitw behaviors Initials

BENCHMARK ASSE3SMENT TOOL USED AND ODIAMPS SA DATE
ASSESSED

Explains the importance ct the
interview: to the interviewer; to
the applicant.

Questions 14 and 15 of "Score 100"

Lists five important questions that
interviewers frequently ask at
interviews.

Question 16 of "Score 100"

Lists three questions that an
applicant should ask the
interviewer.

.

Question 17 of "Score 100"

Responds to troublesome questions
asked at interviews.

Question 18 of "Score 100"
.

Roleplays an interview for a job
using the guidelines established by
the instructor.

Lists the items that should be
taken to an interview.

Question 19 of "Score 100"

42 2
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Name: SA - Satisfactorily Attained
NSA - Not Satisfactorily Attainet

Initials

Oempetency Area: II. Demonstrates skill in seeking employment

'..%ampetency Indicator: 2.3 Exhibits acceptable hygiene and groaning

ASSESSIEDEVI036 USED AND COMM 8A NSA DATE
ASSESSED

Defines and exhadts good personal
grooming.

Question 20 of "Store 100"

Describes appropriate dress for an
interview and work.

Question 21 and 22 of "Score 100"

Competency Indicator: 2.4 States realistic expectations about salary, Initials
hours and benefits of job

ASSMIENT 'POOL USED AND =WM SA NSA DATE

, ---
refines the federal minimumwage
rate.
(Complimentary)

'Describes the general work schedule
and average wage and benefits for
workers in the local labar market.
(Complimentary)

-
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Canpotency Area: III. Exhibits appropriate work behaviors

Ammpetency Indicator: 3.1 Explains and exhibits satisfactory presence on the job

SA - Satisfactorily Attained
NSA - Not Satisfactorily Attained

Initials

BENCHMARK ASSESSMENT TOOL USED AND, COMMENTS SA DATE
ASSESSED

Explains the value of presence on
the job during scheduled hours and '
importance of teing on time.

Questions 23 - 25 of "Score 100"

Describes and exhibits appropriate
technique for notifying employer or
training staff when tardiness or
absence is necessary.

Questioa 26 at "Score 100"

_

Competency Indicator: 3.2 Clompletes forms required by the employer and Initials
the government

BENCHMARK ASSESSMIMPOOL USED AND CCMMENTS 84 NSA DATE
ASSESSED

Reads and completes a W-4 form.
(Complimentary)

,

Reads and interprets information
on payehedk.
(Complimentary)

,

-
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Noire: amsen1 SA - Satisfactorily Attained
ISA - Not Satisfactorily Attained

Initials
Competency Area: III. Exhibits appropriate work behaviors

-Impotency Indicator: 3.3 Recognizes rule and expectations that exist for the job

ASSESSMENT"AXL USED AND COMM 8A NSA DATE
MEWED

Lists Common rules and expectations
of a job.

Question 27 of "Score 100"

Explains the techniques and.
importance of developing a good
work history.

Question 28 of "Score 100"

Identifies areas of preparation to
consider before accepting a job.

Question 29 of "Score 100"

States the importance of rules.
(Compiimentary)

Competency Indicator: 3.4 Gets alcmg with supervisors and co-workers Initials

BENCHMARK ASSESSMENT TOOL USED AND WHAM S&

.

DATE
ASSEESED

.

Describes the role and function of
a supervisor.

Question 30 of "Score 100"

Responds in a positive manner to
problems which may occur on the
job.

Question 31 of "Score 100"
,

,

Listens and responds positively to
constructive feedback.

Question 32 of "Score 100"

,

.
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84 - Satisfactorily Attained
NSA - Not Satisfactorily Attained

Initials
Cbmpetency Area: III. Exhibits appropriate work behaviors

'lnpetency Indicator: 3.5 Describes and exhibits desirable work habits and attitudes

BENCHMARK ASSESEKENT TOOL USED AND MEM SA RSA DATE
ASSESSED

Interprets and follows written and
vestal directions.

Question 33 of "Score 100"

---
Lasts five situations which could
lead to dismissal.

Questkm 34 of "Score 100"

Describes how a positive or
negative attitude affects
employment.

QUestions 35 - 37 o "Score 100"
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hirpose

The Competency Checklist is a document designed to certify that a
participant has attained all the necessary competencies in a given
area. This document will be sent to the Client Records Department as
verification of attainment of PIC-recognized employment competencies
upon positive termination of a youth from the program.

Reclulrement

The areas Checked On the Competency Checklist must be backed up by
corresponding Competency CheCklist Badk-Up foiii-in the participant's
file.

Responsibility

Staff person responsible for the termination.

Completing the Forme

A. Date Attained:

B. Comments:

C. Certification:

This date should correspond with the last date
on the Competency Chedklist Badk-Up form for
the Competency Indicator in a given area. If a
post-test is given for an academic area, the
date of the post-test should be indicated.

Space provided for any coments regarding the
participant. This space can be used to write
personal comments for the participant to use
when seeking employment.

The signature of the staff person certifying
that the participant has attained all the
benchmarks associated with the competencies
listed on the form,



=MAL ORO RIJRAL CCINSCRTILN aMPETDCY CHBCKLIST
Pre-Employment/Work Maturity Skills

Date Attained Competency Area

Job Seeking - 1. Demonstrates Skills in Seddng Euployment

1.1 Identifies and uses sources for employment

1.2 Describes methods for getting job applications or interviews

2.1

2.2

2.3

3.1

3.2

3.3

3.4

Job Gettin,q - 2. Demonstrates Skill in Applying for Employment

Identifies work relevant information about self...supplies all data
required on a job application and/or resume

Exhibits appropriate interview behavior and techniques

Exhibits acceptable hygiene and grooming

Job Keepim - 3. Rehibits Appropriate *Irk Bdhavior

aplains and exhibits satisfactory presence on the job and/or training

Follows rules and regulations for the workplace and/or training
facility

Gets along well with supervisor and co-workers and/or facilitator
and group meMbers

Describes and eXhibits desirable work habits and attitudes

CCtIMENIS:

cERTmcATIoN - I certify that the Above named participant has met the established
criteria to be considered as having mastered the competencies listed
above.

(cORC Representative)
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Instructor Each student should be allowed at least three attempts lo pass the performance test on each objective. The

Pedormance Test Answer Key is on page 24.
Record Sheet:

Each student should be allowed at least Iwo attempts lo pass the unit lest upon completing the unit, The Unit

Job Changes Test Answer Key is on page 25. 1-1

P)
This lesl covers the knowledge objeclives: 11 2, 3, 4, 6, and 7.

co

Suggested System for Recording: co

Place a 0 under each lry not satisfactorily completed by the student.

Place a 1 under each lry sallsfactorily completed by the student.

If a student passes an objective in fewer lhan three allempls, leave !he remaining columns under that objec
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2. passed the performance test for every performance

objective,



Instructor

Record Sheet:

Good Work!

Each student should be allowed at least three attempts to pass the performance test on each objective,
The Performance Test Answer Key Is on page 30.

Each student should be allowed at least two attempts to pass the unit test upon completing the
The Unit Test Answer Key 16 on page 36.

This covers the knowledge objectives: 1, 2, 4, 5, 6, 8, 10, and 15,

Suggested System (or Receding. Place a 0 under each try not satisfactorily completed by the MOM. Place a 1 under
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Summary of Requirements for Completing the Unit The MAKI has comrAted the unit when s(he) has:
1, made a passing score on the i)osttest (unit test) AND
2, passed the performance test for every performance objective.
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12. Basic Education
A. Strategic Options Basic education skills are taught in almost every service delivery
area across the country through computer-assisted/computer-managed instruction, audio-
visual techniques, paper/pencil materials, or didactic/experiential methods. Relatively
few SDAs do youth employment competencies programming in basic education, however.
This seems incongruous. It certainly can't be because of lack of capacity. It most
definitely can't be because of lack of separate technology, packages, and tools all of
which have been developed and are available in multiple varieties commercially or from
sources in the public domain. It isn't the old "that's up to the schools to do" rhetoric, not
with the frequency of effort noted above.

Folks may be disinterested, or they may be waiting to try basic education competencies
further down the line after pre-employment/work maturity has been firmly established.
Maybe some feel that acquisition of basic education skills leads directly to obtaining
employment and see no need for putLing in the extra effort. In many cases, the real
reason might be the difficulty in choosing from between the alternatives available for
formuleling a strategic approach, and answering the questions raised below. A small
variation in guiding principles could mean significant differences among subcontractors
and program operators, even though they were implementing activities with essentially
similar resources. Such differences need to be carefully accounted for and managed, as
discussed earlier in this document.

The primary atzatrazAtiestions to addr..ss in the area of basic education are as follows:
o What competencies should be involved?
o How many should be included?

o How should they be constituted?
o How should they be expressed?
o What degree of specificity should be used?

There probably are no particularly right or wrong answers. There is just more
applicability and flexibility in some choices than others. It is most important to have a
rationale for the approach selected that makes sense locally.
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What Competencies Should Be Involved?

The primary basic education competencies are:
o math

o reading
o writing, and other communication skills such as speaking, listening, viewing,

nonverbal communication

o reasoning and analytical capabilities
o lanpage arts
o computer literacy.

Reading is occasionally listed as a communication skill. Social studies and science, the
two subjects of the General Equivalency Diploma (G.E.D.) that are not included above, are
also counted among the named basic education skills from time to time. The three other
parts of the G.E.D. already included are math, reading, and writing.

How Many Should Be Included?

These are the competencies involved. How much they count depends upon a locality's
definition of a positive termination, which could be phrased in terms of all, some, or one
of the aforementioned basic education skills. The trend is for participants to demonstrate
some form of proficiency in at least two of these competencies, usually reading and math.
Often benchmarks must be achieved in three skills. The definition of an attained youth
employment competencies positive termination in the area of basic education is most
affected by the means to structure the overall approach and delineate the determination
of achievement.

How Should They Be Constituted?

There are at least seven options identified to date b which basic education competencies
have been constituted: standardized,individualized, incremental, course, G.E.D., exam,
and combination. These alternatives have either occupational, partici as.n-
matic bases. Utilization of any of those strategies requires approval of the private
industry council. The requirements of a sufficiently developed, youth employment
competency system must be met in all cases.

The occupational category encompasses two strategies the standardized and the indivi-
dualized each of which is founded upon the relationship of basic education competencies
to occupational skills training within the program and/or obtaining a post program labor
market status.
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The standardized strategy is implemented by having the same basic education skills
competency statements apply across the board for all participardts as baseline preparation
for entry to the world of work. The Spokane City-County (Washington) Employment and
Training Consortium has set as its basic education competencies requirement "certifiable
proficiency in reading, writing, and math at seventh grade level, demonstrated to
classroom teacher through standardized educational tests." (p. 7) The "Kansas Model"
requires that young people possess the minimu'l skills that employers have deemed to be
essential, including reading, writing, and computac ion. In all cases, the benchmark has
been set at the eighth grade level. All (100%) u; the competency indicators must be
attained before the youth may be certified as having attained basic education competen-
cies. The native language of "English-as-a-second-language" young people may not be
used to meet the prescribed standards. The basic education competency category of the
Kansas Model is shown in Display 90.

Display 90.

Basic Education Competency Category

COMPETENCY INDICATOR BENCHMARK MEASURE

READING AND COMPREHENSION

The participant will read and com- Passing score on a test standard- Any test approved
prehend written material at the ized at the 8th grade level, by the State Board
8th grade level as determined by of Education.
a standardized test.

ENGLISH & WRITTEN COMMUNICATION SLLS

The participant will demonstrate
an acceptable level of written
English proficiency.

Passing score on a test standard- Any test approved
ized at the 8th grade level, by the State Board

of Edtication.

MATHEMATICS

The participant will demonstrate
an acceptable level of proficiency
in mathematics.

Passing score on a test standard- Any test approved
ized at the 8th grade level, by the State Board

of Education.

SPELLING

The participant will correctly Passing score on a test standard- Any test approved
spell words at the 8th grade ized at the 8th grade level, by thr State Board
level. of Education.
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The individualized approach is conducted by having the basic education skills competency

statements for each participant be determined by that youth's choice of occupation for

training and/or post program employment. The basic education capabilities under this
option are directly affecteJ by the nature and requirements of the various jobs/careers

chosen.

The technical assistance guide published by the State of Michigan declares that:

"A youth's competence in basic educational skills should be related to
the requirements of a particular occupation for which a youth is being
trained or in which a youth will be seeking a job. For example, the
basic educational skill levels required of a correspondence review clerk
may differ from those of a customer complaint clerk. The competence
level for basic educational skills differs for the two types of clerks."
(p. 4)

The Guide to the Montana Youth EmNoyment Competency System states that the basic

education competencies area "includes the fundamental skills of reading, writing, and
mathematics as each relates tr an overall occupational goal." (p. 7) The occupational

goal and required levels of achievement in the three basic educational skills should be

entered in the EDP. The "levels of basic educational skills that are required for
'attainment of competencies' will vary according to the occupational goal selected by the

youth." (p. 12)

The participant-based category includes one strategy the incremental, The incremental
option entails establishing an across-the-board, standardized incremental gain applicable
to all participants, with progress measured from each person's individual starting point.

For example, a two grade reading level increase per enrollee would mean t c .rIncy M.

had to go from grade 5 to grade 7, Emily C. from grade 7 to grade 9, and r".1021
grade 9 to grade 11 in order to be certified for the attainment of PIC-rf. .-c-,~Pid ba

education competencies.

Computer oriented programs often plan for an increase in capabilities of one grade level
for every 9U hours of instruction, two grade levels for every one hundred eighty hours of

instruction, etc. The Tri-County Community Action AgencySDA #24, Ohio, ralows
participants to be termed successful in the following subjects if they achieve a gain ryt at
least 6-12 months on the related section of the California Achievement Test (CAT):

o rrading vocabulary
o reading comprehension
o general English skills (spelling, language mechanics, and language expression)
o mathematical computation
o mathematical concepts and applications.

434

470



Progress is determined by comparing the pre-test form of the CAT with the post-test
form of the CAT.

The Mississippi SDA requires that young people demonstrate an average of one month's
growth for each month enrolled in reading, writing, and mathemar-_.s skills improvement
activities in order to successfully attain basic education competea,eies. This approach is
shown in Display 91. (See Display 91.)

The programmatic category entails three strategies the course, the G.E.D., and the
exam. The course strategy involves sending the young person to class in a particular
subject like remedial math, English composition, or basic reading at an outside location
alternative school, local education agency, community college extension program, adult
basic education center, etc. A passing or higher grade for the course is accepted as
evidence of competency attainment. The present shift in competency-based program-
ming, however, seems to be away from courses and course grades and toward per ormance
of required outcomes regardless of the origins of learning.

There are five parts to the General Equivalency Diploma writing skills, social studies,
science, reading skills, and math. To obtain the G.E.D., a person must attain aT, overall
average of "45" on all five sections for a total score of at least 225, with no score under
"35" on any part. The G.E.D. strategy entails getting a 45 or higher on three or four
out of five sections, regardless of performance on other segments. Although not very
widely used, this option has helped young people remain motivated in pursuit of the G.E.D.
The adequacy of attaining three or four parts of the G.E.D. in satisfaction of busic
education competency requirements is a tnatter for local consideration and decision
making. It should be pointed out that achievement of a G.E.D. or high school diploma
constitutes "completion of a major level of education" which is a different reporting item
entirely from the attainment of PIC-recognized youth employment competencies, even
though the latter may lead to the former.
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COMPETENCY AREA: Basic Education

COMPETENCY

MEASURE INDICATOR BENCHMARK

Isorssimasogr-zww-ininnirawravirocurenreargrailorenormemegrormenr*

1. Participants will improve Based on pre and post

test scores in the Test

of Adult Basic Education,

participants will show

positive growth in

reading skills.

reading skills.

2. Participants will improve Based on pre and post

writing skills. test scores in the Test

of Adult Basic Education,

participants will show

positive growth in

writing skills,

3. Participants will improve

.4 mathematics skills,

4'72

Based on pre and post

test scores in the Test

of Adult Basic Efication,

participants will show

positive growth in

mathematics skills.

ASSESSMENT AND

CERTIFICATION

Participants will show TABE standard score

one month's growth in change reflecting one

reading skills for month's gain for each

each month enrolled, month enrolled.

Participants will show TARE standard score

one month's growth'in change reflecting one

writing skills for month's gain for each

each month enrolled. month enrolled.

Participants will show TABE standard score

one month's growth in change reflecting one

mathematics skills for month's gain for each

each moth enrolled. month enrolled.

In order to successfully complete the Basic Education Competency, a participant must pass all competencies, or

show an average of one munth's gain for each month enrolled based on the total TARE battery.
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The exam strategy involves having the participant achieve a certain score on a particular
examination (other than the G.E.D.), measurement instrument, or subpart thereof. Like

other options encompassed by the programmatic approach category, the "test" used is
founded neither on occupational requirements nor participant starting points in basic
education competencies. Display 92 presents an example of this strategy. This format
was employed in the Comprehensive Education and Training Opportunities Program
operated in San Antonio, Texas, by the Mexican-American Unity Council, Inc. Note that
for in-school youth a semi-combination strategy is in effect, as they must either pass a
basic math course or demonstrate math skills on an achievement test. (See Display 92.)

The seventh option for constituting basic education competencies has some or all of the
bases occupational, participant, or programmatic. It is the combination stratemr. In

Columbus, Ohio, for example, the Private Industry Council has set a standardized, across-
the-board eighth grade level for the attainment of basic education competencies.
However, sheOci a young person read or compute below the sixth or above the eighth
grade levels, :hen he/she needs to achieve a two grade level incremental increase for
competency certification. In the Southern Nevada Employment and Training Program,
participants entering preparation for G.E.D. prep classes start with a minimum competen-
cy in reading of 6.5 to seventh grade level and need to increase to an eighth grade
proficiency level in order to qualify for admission (standardized). Participants entering to
improve their basic skills, and starting at a fifth to eighth grade level, will increase their
academic skills by at least one grade level (incremental).

The Baltimore Manpower Consortium has decided that participants should demonstrate a
level of ability in basic education skills which enables them to successfully function in a
work environment. For those young people in academic remediation and functioning
below the sixti grade level, positive outcomes are measured by sixth grade level
attainment, or a gain that brings the youth up to the fifth grade level, the cut-off point
for functional literacy. For those in the intermediate level, positive outcomes are
determined by (a) attainment of eighth grade level on a standardized test, (b) attainment
of at least eleven Carnegie credits, (c) completion of a Learning Center tract, or (d) a one
grade level gain in reading and/or math depending on the deficiency at the start of the
program. For those at the advanced level, appropriate outcomes are either attainment of
a G.E.D. or high school diploma, both of which constitute completion of a major level of

education.
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Display 92.

COMPETENCIES AREA: Basic Academic Skills: Computation

BENCHMARK: LEVEL: 1 NUMBER: 3

Participant scores 80% on test of basic
addition and subtraction.

PROCEDURE:

1. Participant will complete addition skills inventory and subtraction skills inventory

2. Instruction will perform an error analysis on participant's inventories and will make assignments
to address participant's weaknesses

3. Participant will take a test on addition and subtraction

MATERIALS: 1. Number Power or equivalent math text
2. Piasheets
3. PLATO System

EVALUATION: 80% accuracy

CORIENTS:
In-school participant must pass a basicillath course with at least a C average or demonstrte
those math skills on an achievement test

COMPETENCIES AREA: Basic Academic Skills Computation

BENCHMARK:
Participant scores 80% on test of basic LEVEL: 2 NUMBER: 3

multiplication and division.

PROCEDURE:

1. Participant will complete a multiplication inventory and a division inventory

2. Instruction will perform an error analysis on participant's inventories and
will make assignments to address participant's weaknessLs

3. Participant will take a tezt on multiplication and dision

MATERIALS: 1. Number Power or equivalent math text
2. Uorksheets
3. PLATO System

EVALUATION: 80% accuracy

COMMENTS:

In-school participant must pass a basic math course ith at least a C average or demonstrate
those math skills on an achievement test

COMPETENCIES AREA: Basic Academic Skills: Computation

BENCHMARK:
LEVEL: 3 NUMBER: 3Participant scores 80% on test of basic

fraction and decimals.
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PROCEDURE:

1. Participant completes a fractions skills.inventory and a decimals skills inventory

2. Instructor performs an error analysis on participant'..; inventories and makes
assignments to address weaknesses

3. Participant takes a test on fractions and decimals

MATERIALS: I. Number Power 2 or equivalent math text
2. Worksheets
3. PLATO System

EVALUATION: 80% accuwacy

COMMENTS:
In-scinol participant mustpassa basic math course with at least a C average or demonstrate those
math skills on n achievement test

COMPETENCIES AREA: Basic Academic Skills: Computation

BENCHMARK: LEVEL: 4 NUMBER: 3

Given an examination covering basic math
skills, including word problems, percent,
area, perimeter, and metrics, participants
will score at least 80%

PROCEDURE:

I. Participant completes skills inventories on word problems, percent, area and perimeter,
and metrics

2. Instructor performs an error analysis on participant's inventories and makes assignments
to address weaknesses

3. Participant takes GED Practice Test

MATERIALS: I. Number Power 2 or equivalent math text
2. Worksheets
3. GED Practice Test
4. PLATO System

EVALUATION: 80% accuracy

COMMENTS:
In-school participant must pass a basic math course with at least a C average or
demonstrate those math skills on an achievcrnent test
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The Private Industry Council of West Virginia has opted for an individualized approach to
basic education competencies in accordance with each participant's occupational choice.
Gains in each of the three grade level tiers are viewed in terms of various incremental
increases from each enrollee's learning proficiency at the start of the program. Both
options of Level III Basic Education Skills incorporate competencies as building blocks to
the completion of a major level of education. Display 93 shows the West Virginia
combination strategy. (See Display 93.)

Display 93.

3. Competency Area: Basic Education Skills

Basic Education Youth Competencies are written with the understanding that
program participants possess a wide range of academic skills. Basic education skills
are divided into three graded levels:

Level I: 0-4 Level II: 5-8 Level III: 9-12
A participant's education level will be determined during the program intake phase by
pre-testing with the Tests of Adult Basic Education. Because work-related education
skills are linked to the participant's occupation choice, each participant will have an
individualized Educational Development Plan based on the pre-test results and the
participant's career choice requirements.

LEVEL I BASIC EDUCATION SKILLS

Participant demonstrate:: an increase of basic education skills in reading and
mathematics.

Benchmarks

a) ParticIpant achieves a three-grade level increase in vocabulary from starting
point at program entry.

b) Participant achieves a three-grade level increase in reading comprehension from
starting point at program entry.

c) Participant achieves a three-grade level increat.e in mathematics computation
skills from starting point at program entry.

d) Participant achieves a three-grade level increase in mathematics concepts and
word problem skills from starting point at program entry.

Means of Evaluation

a), b), c), and d) Test of Adult Basic Education

Certification

a), b), c), and d) Actual hard copy of test results and student profile sheet.
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LEVEL II BASIC EDUCATION SKILLS

Participant demonstrates an increase of basic education skills in reading, language
and mathematics.

Benchmarks

a) Participant achieves an increase of two grade levels in vocabulary from starting
point at program entry.

b) Participant achieves an increase of two grade levels in reading comprehension
from starting point at program entry.

c) Participant achieves an increase of two grade levels in mathematics computation
skills from starting point at program entry.

d) Participant achieves an increase of two grade levels in mathematics concepts
and word problem skills from starting point at program entry.

e) Participant achieves an increase of two grade levels in language mechanics and
expression from starting point at program entry.

f) ,ticipent achieves an increase of two grade levels in spelling from starting
'. at program entry.

. of Evaluation

a), b), o), d), e), and f) Test of Adult Basic Education.

t.,1rtification

a), b), c), d), e), and f) Actual hard copy of test results and student profile sheet.

LEVEL III BASIC EDUCATION SKILLS

(Option One)

Participant demonstrates an increase of basic education skills in reading, language,
and mathematics.

Benchmarks

a) Participant achieves an increase of one grade level in vocabulary from starting
point at program entry.

b) Participant achieves an increase of one grade level in reading comprehension
from starting point at program entry.

c) Participant achieves an increase of one grade level in mathematics computation
skills from starting point at program entry.

d) Participant achieves an increase of one grade level in mathematics concepts and
word problem skills from starting point at program entry.

e) Participant achieves an increase of one grade level in language mechanics and
expression from starting point at program entry.
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(f) Participant achieves an increase of one grade level in spelling from starting
point at program entry

or

g) Participant passes the GED Test

or

h) Participant obtains his/her high school diploma

Means of Evaluation

a), b), c), d), e), and f) Test of Adult Basic Education
GED Test

h) Completes requirements for diploma

Certification

a), b), c), d), e), and f) Actual hard copy of test results and student profile sheet
Hard copy of official GED test scores

h) Hard copy of official high school transcript

LEVEL III BASIC EDUCATION SKILLS

(Option Two)

Participant demonstrates mastery of basic education skills in reading, language and
mathematics.

Benchmark

Participant obtains his/her GED or high school diploma.

Means of Evaluation

Completes high school requirements or passes GED Test.

Certification

Hard copy of official high school transcript or GED test scores.

* * *
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In the Cleveland Service Delivery Area, service providers address the following academie
competencies: reading, written communication/language usage, mathematics, and com-
puter literacy/keyboarding. All programs are tc be a minimum of forty hours duration
over a period of two or more weeks. Any program may focus on one, some, or all of these
competencies. Participants can include those who did not pass a subject test for the
grade in which enrolled. Passing of the criterion-referenced test required by the school
system in a given subject would constitute successful attainment of competencies in a
program sponsored by a local education agency. Other contractors must select a
recognized commercially-prepared test appropriate for course content. In the case of
reading, language, and mathematics, these will be standardized achievement tests that
have alternate forms available for pre and post testing and provide grade level scaled
scores. Successful attainment of basic education competencies is determined by an
improvement in grade level scores in a given subject on a standardized achievement test
appropriate to the duration of the program. Since computer literacy/keyboarding is not
tied to grade level, enrollees must demonstrate a predetermined level of skill that was not
present at the beginning of the program.

Service delivery areas must be careful, in using different strategic alternatives, to avoid
elitist and exclusionary practices. These were discussed earlier to some degree in the
assessment and evaluation chapter. Structuring of basic education competencies in
particular ways is necessary to a sound overall approach. However, in constituting
competency statements and criteria, standards should only be used which are related to
demonstrating attainment of proficiency. Numbers, percentages, or expectations which
are unduly high or unrelated to program objectives serve only to keep youth out of the
program who might do quite well. Competency-based projects are not for everyone, but
the sorting process should not have arbitrary, capricious, or unreasonable roots.

How Should They Be Evressed?

The purpose of youth employment competencies in the basic education area Is to help
young people learn skills needed to successfully enter the world of work. It is not easy to
arrive at consensus on a particular set of competencies in any locality. Employers are
looking to hire those who can meet certain entry level qualifications upon graduation from
employment and training programs.

The basic education skills required to perform a specific job or particular set of tasks
need to be determined in each SDA. Educators often work with employers to identify
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occupationally-related basic education skill requisites. These competencies are then
ratified by the PIC and formatted into one of the seven options discussed previously. At
that point, it must be decided whether: JO to express the basic educativPal competencies
in terms of a summative grade level requirement per occupation, e.g, reading at the ninth
grade level to be a welder, or (b) to break down the basic educational requirement into a
list of functional or applied competencies needed for the oe,cupation, e.g., to meet the
basic education needs for welding, the young person must achieve 80% of the following
ten competency statements related to reading.

The grade level or functional/applied competencies determination is most relevant to
those strategies that are occupationally-based, although it does have some relevancy to
the incremental approach. Those options that are programmatically founded are most
often expressed as G.E.D. segment scores, course grades, or examination performance
ratings all usually described without reference to grade levels. Programs that use the
standardized strategy are occupationally grounded in the broad, across-the-board sense.
However, those programs that tie basic education competencies to individual occupational
choices ought to be prepared for those instances in which young people are unwilling or
unequipped to make such a selection. It migh': make sense to keep one of the other
strategic options open to handle such occu7tences, i.e., to consider a combination
approach.

The Test of Adult Basic Education expresses results in grade levels (up to twelfth) for
reading, writing, and math. However, one instrument cannot cover every need. In many
cases, desired basic education competencies cannot be designated by a certain grade
level. In addition, grade levels of job requirements are hardly mentioned at all in studies.

It may be easier to do the standardized than the individualized approach using grade
levels, because ascertaining the requirements for one job factor across multiple occupa-
tions is easier than determining skill requisites for a great number of different factors
within a single job. Analyses of literacy requirements of specific occupations have been
few, sporadic, and difficult to compare. The most common methodology has been the
compilation of occupational handbooks which attempt to describe performance objectives
for various occupations with levels of ability stated in general terms, such as:

o the ability to read material covered by X type of training/job
o the ability to do written assignments related to Y type of training/job
o the ability to perform math calculations pertaining to Z type of training/job
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The grade ievel mode of expression appears less closely related to one specific job than to
a group of jobs in general; it thus seems to be more recognized and transferable. The
functional/applied mode of expression appears more closely related to one specific job
than to a group of jobs in general; this seems to make it somewhat less recognized and
transferable.

The San Mateo County (California) Office of Education has developed a comprehensive
raproach to identifying1 formulating, and utilizing functional/applied basic education
competencies required for training and subsequent employment in particular occupations.
The focus is on the provision of job-related, open-entry/open-exit, self- paced, individual-
ized basic skills instruction when it is needed, and in a way that clarifies for the client the
relationship between the competencies and the job. To put together such a program,
there must be a way to determine the exact skills young people need for a certahi
occupation in a timely fashion.

A comprehensive bank of math, reading, and writing skills provides the organizing
principle. This bank of over 400 measurable skills is described in the Taxonomy or
Instructional Objectives. The Taxonomy provides the universe from which job training
instructors can select those basic education skills needed to enter a particular training
class and subsequently succeed on the job. This is done through Entry Standards
Assessment (ESA). The Taxonomy also provides the structure for managing the individual-
ized basic skills instruction.

An Entry Standards Assessment is an eight or ten page list of approximately 30 job-
related tasks. The front page explains to the participant that it is a skills check, with
instruction available if the individual has difficulty.

Each of the tasks is explained in relationship to the job at hand to give the participant a
clearer picture of the job. More importantly, each is related to an instructional objective
in the Taxonomy of Instructional Objectives. This instructional objective doesn't change,
but the tasks to test it do. They are different on ESAs for different training programs,
but all are designed to determine whether enrollees can perform this particular measura-
ble objective. For example, instructional objectil7e 2A.7 is "Find the common denomi-
nator of two or iaore fractions." It applies to a lot of different occupations in a variety of
ESAs. The test items vary, but the learning goal does not. The 400 instructional
objectives are the core of this approach.
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Each Entry Standards Assessment includes a selection of basic education skill items from
the Taxonomy of Instructional Objectives. The Taxonomy proves the basis for
determining what competencies in the area of basic education are .seded for specific
occupational skills training and placement in the same type of work. The participant is
diagnosed in terms of his/her capabilities in those requirements. The resultant individual-
ized prescription is described in terms of learning these instructional objectives, as
treat ment.

The Taxonomy furnishes the language which is transferred to the ESA: a) to enable job
training instructors to communicate to basic skills instructors and counselon the
particular skill standards required to enter and succeed in job training, and b) to enable
counselors to effectively inform clients of their standing in respect to these skill training
requirements.

The basic education skills instructor reviews the ESA with the enrollee, noting those
con petencies that have been demonstrated. The instructor uses those items not
successfully achieved as the foundation for developing an individualized instructional
program for each person. Using the T_Lgt nostic Book, the instructor can go from a tested
item to the skills which are prerequisite to it. These need to he learned in order for
clients to master the remaining instructional objectives not achieved in the initial ESA
experience. During basic skills brush-up, each enrollee's progress is charted so that he/she
can see where he/she is going and why he/she is studying a particular skill. This is
accomplished by use of the Daily Assignmeot Sheet and the Skills Profile. It appears that
the ESA is the pivotal programmatic document and procedure. To develop an Entry
Standards Msessment, those 3! co 40 job-related test tasks must be identified which
accurat(Ay reflect the math, reading, and writing skills a participant needs to enter
training. These rest tasks should also b! fairly accurate in their degree of difficulty.
Thorough familiarity with the Taxonomy of Instructional Objectives is essential.

Most of the work in this case is done with the instructor to clearly and comprehensively
delineate the basic education skills needed for job training. After this is completed, the
Taxonomy is reviewed for instructional objectives which express these skills exactly or
which closely match them, at least. Test items already developed for those instructional
objectives are studied. These ar I contained in the Book of Items Used and the Back Up
Items Book, in which all of the items used on all the ESAs are arranged by code number in
the same order as the Taxor_min. The ones that test in the most suitable way those
instructional objectives related to the job skills training basic education requirements are
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used in the first draft of the ESA. The stem, the introductory portion of each item,
usually needs to be lewritten to reflect information relating tc thh specific job. This
provides the enroliee with a practical reason for learning the reading, writing, or math
competency.

The ESA may go through one or more revisions until it is complete and accurate. It should
contain all of the basic education skills competencies required to succeed in training and
the labor market. In some cases, items might need to be developed relating to
instructional objectives not previously used. This will require back-up items to be
written. Back-up items must be formulated for each item used in any Entry Standards
Assessment. Clients must pass all items (100%) prior to entering job skills training in San
Mateo County.

Display 94 contains three parts, a page from the Taxonomy of Instructional Objectives, a
graphic of how the ESA links basic skills to job training, and a page from the Diagnostic
Book. Display 95 presents a sample Entry Standards Assessment. Display 96 provides a
questionnaire for analyzing jobs which could prove quite valuable to those considering
developing a set of functional/applied basic education competencies. Display 97 shows a
more focused survey format for identifying particular basic education competencies
related to specific activities and sites. It could well be used in conjunction with the
questionnaire for analyzing jobs contained in the previous display. All of the material in
Displays 94 through 97 was prepared by the San Mateo County Office of Education. (See
Displays 94, 95, 96, and 97.)

Text Continues on Page 472
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Display 94 P Art A

INSTRUCTIONAL OBJECTIVES

UNIT 2. FRACTIONS

Fractions used for test items are to be those which could
realistically be expected to be uscd in occupational work
(e.g., one to two digit denominators or even hundreds or
thousnnds). Fractions used in occupational operations
generally have denominators such as 2, 3, 4, 5, 10, 25, 100,
1,000, 2,000 and not 7, 9, 17, 1,005 etc. Comparison or
reduction of fractions usually involves no more than three
fractions and the denominators usually have a measurement
relationship such as x/4, x/8, x/16, or x/9 and x/27.

ITEM A READ AND WRITE

2A.la In a given diagram or illustration, name the fraction
which represents a given number of parts out of a
total number of equal parts.

2A.lb Read fractions orally and explain that a fraction
represents a given number of parts out of a total
number of equal parts.

2A.2 Reduce a fraction to its simplest form (lowest
terms).

2A.3 Change improper :ractions to mixed numbers and
mixed numbers to improper fractions.

2A.4 Write equivalent fractions for a given fraction given
a new numeratcr and denominator.
Arrange a set of fractions and/or mixed numbers in
ascending or descending order.

2A.6 Write what fractional part one number is of another
in simplest form.

2A.7 Find the common denominator of two or more
fractions.

2A.8 Given two fractions, write equivalent fractions for
each using the common denominator.

"2A.5" here in the 2A.5
Taxonomy of
Instructional Objectives
(Appendix B)

Many training programs require 2A.5,
ascereing or descending order. Tasks
ESA's for different training programs.
complete this measurable objective.

arrange a set of fractions and/or mixed numbers in
to test this instructional objective are different on
All of them, however, test whether the student can



Display 94 Part D

The Basic Skills Brush Up instructor reviews the ESA with the client, noting the skills he
has been able to demonstrate. The instructor begins the diagnosis with the test tasks the
client was not able to complete. The basic skills instructional program is developed as a
result.

HOW THE ESA LINKS BASIC SKILLS TO JOB TRAINING
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Display 94 - Part C

If you need help ident':ying what skills are prerequisite to one another, go to the
Diagnostic Book. This book lists the skills which are prerequisite to each Instructional
Objective. Locate the Instructional Objective code in the lower right hand corner and
read the prerequisites to the major skills.

The major skill is listed, first. The prerequisites are listed under it.

ecior Skill:

prerequisites:
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Displq 95.

A SKILLS CHECK

This skills check is to help

you and your counselor know if you have

the math, reading, writing and listening skills

needed for training for this job. The instructor of

the course asks that you have these skills before coming

to training. IF you don't have these skills, we offer classes

to help you learn them. You'll only work on the skills you'll

need and then you'll move into training.

Relax. Take your time.

Don't worry. If you can't do it now, you will have the

opportunity to learn.

NAVE

COUNSELOR'S NAME

DATE OF YES/NO REVIEW

DATE ESA COMPLETED

ETU

CABLE TV INSTALLER
ENTRY STANDARDS ASSESSMENT
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1.1111f SIMMS ASSISSOENI

for
ChM TV INSTICLIA

Prodded by Ilerldelde (*catboat Seniors
Chid The
Ilea Teo
Can lb

I. Cable TV lestallers well to solve Prettied oath Problem
on the Job. To show yeu Can A. Ole solo the
problem

lbe signal from e TV &mod Inn 13 decibels Oen it
travels *muds 100 feet of I certain table, if It eon
23 feet ei this cable to COOPICt the settee. to the le
eat. hoo Wino decibels are Nit frt.' the enema to The
IV seti

IC.S

[A.A. Merida*
Cable IV testifier

Chute The
Item You
Con lb

3. %Ince lonfl strength is neffneed in Naomi limmbert, 0 .1\
Cable IT lesteller often needs to blithely decimals.

NeltIply the followlne decimal numbers:

4. 6.4 b, 3.2
./S 1.3

3C,I

2. A Cible TV
fidot the

IbiltIply

I. I/2 Is

I. 314

C. 2/10

lestiller ivy need to eultiely bpi fraction to
loss In signal streteth orer a leofth of cable.

by the follcolee Nettie's:

4. A Cable
additional

Add

I.

TV Installer
tort

the following

WI%
5,60
2.02

ply
requested

moots)

b.

need to add In Mt cost of
by a custmer.

543.35
5.00
2.50

2C.Is X .3

60

III

%toadied% %Uplifted by lettninq initemetor
orvellifef by Ulf Steel Development ProjectIntovot
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E.S.A. - worldwide
Cable TV installer

Check The
Items You
Can Do

2. Cablv TV Installers must read a meter to measure signal
strength.

Write the wessurewents shoe by the lettere 00 the
meter below:

A 11

-
84.5d

E.S.A. Worldwide
Cable TV Installer

10. line graphs are often used to give Information about the
electronics theory needed to Install cable TV.

Using the following greph. answer Use questions below:

eak SO

45

40

35

30

Currant 25

20

15

10

5

493

.1 .2 .3 .4 .5 .1 .7 .11 .11

Voltage

4. When the voltage Is .4, what Is the current
(approximately)?

b. When the current Is 50, what Is the voltage?
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Check The
Items tow
Can Do

11. C844 Installers tost read a variety of charts and tables
to get electronics data on the parts they use.

Use tve followlag chart to answer the questions below:

16a. 3

AESISTER COUNI COX

ankh FIRST NO. SECOND ND. MULTIPLIER

BLAU NOT USED 0 n 1

Mut 1 1 n 10

AEU 2 2 it 100

Cc:Ara 3 3 a 1,000

tE.LOW 4 4 a 10,003

WE% 5 5 a 100.000

a. wrat is the number for 'yellow' in the 'Seccad No.'
column?

b. net color has the number "2" In the 'First No.' column?

C. Ann color.has the multiplier a 1.000?
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E.S.A. - Worldwide
Cale TV Installer

12. I. reading about lestalliag cable TV. you will meet rug
new coacepts and 2echalcal term, glenary will dines
these terms larvae.

Use the following glossary to boomer Oa questions below:

AFT - abbreviatiom for automatic fine tuning ea a tele-
vistas receiver.

A6C - abbroviatin for automatic gen notral ea TV
receivers which permit then le accept Ode rape
of Memel levels.

Amplifier - a device for tecntaiag lava7 of e signal.

Amplitude - a way of Wallas, the relative level of a
signal.

Anew - A device tee picking up mile freeway Means
off the air.

Antenna rotor - A machine latch will turn au Winne Wu
directed hy a amend trem a =noel tn.

Attemeater - a device mho inreduced late a cable which
carries a noel, mill ret.ip the level f
that nisei.

ileas - the act of antes an Wean ia a particular Men-
tion.

The section of as antenta ente which the elements
are mounted.

troadhLnd anion - am catenn that is constructed to
receive fro/ponies ever a wide rage.
Usually latened to men all VMF tele-
aisles chattels and ia sae cases
incleding UN,.

a. What does ex antenna dot

b. What is the boon?

c. What does AFT stead fort
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E.S.A. - Worldwide
Cable TV Installer

Check The
Item You
Cen Do

13. To learn able TV installation, you :silt need to read ,cmor
technical mterials.

As an esampte, reed the following passage and write answers
to the questions below:

17A.5

STANDARD PMACTICIS

loftier approach

You are the DAM company. When goy knock on the door to calor
an installation. be Surd VOW mak a gond pernmal apnvaran,e.
Clean and mint.

too ahmad wear cldttme thee am practical for thr Joh yee ere
doing.

be carafe:, ,Wg4 to scratch bells or furniture with your tool
posed.

In bad wuatooz. IONCWO overshoes. or wipe boots clean.

Introduce yOurself, saying 'I'm John Dce fromiable-vlsiGn.
P here to lastall goer cable televislen morvloo.'

row are not to go into a hoot if no WOW is home without written
authorisation from the homy ewer. If a signed note is provided
bg the office, or is left at the subscriber's home for WOO.
atrOCO It mo the work order for pl.:moment filing. If s persom
other galas the sobsorlhat Jots you in, ncourage their atten-
dance dining the installation. If a alined note is left. t,
will assess the installation of the set will be in the maw
position ar it is presently in the hoar, unless the note speci-
fies to the ccatrarg.

Determine eubscriber's wishes

ash to see location of television met Or sets. ask it set is
used in more then 00d location in home, or in any particular
room.

Advise subscriber that an inner wall location nag cause a glare
from opposite windows. point out that some indirect room liqht-
ing is desirable while viewing, whether night or day.

a. If no one is home when you arrive. uhat must you have to go Int

b. What should you do if the so:scrIber Is not home, but someone
else Is?

c. If the TV is located on en taner wall, wha. should you tell the
subscriber/
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(.5.A. - Worldwide
Cable TV lcstaller

1=111M
II. As a Coble TV Installer you will fill out a form to :nerd

Me work you de on each iestallatton.

Using the Information glum, fill 9st the form below.
verso print.

TOO vou Installed cable for John Slack. who lives
at 5543 Park Mess* In San Mateo. Pits phone number
is ((IS) 356-3123. The job number is 15355.

The eavIpmeat you Installed was:

a decoder - Medal OC S/C CS
a converter - Nadel 36 SIN 23
250 feet of cable
2 type II splitters

Dat
Customer:
Name.
Address
CO%
Phone.

WORK ORDER TORM

Job

EqulprnaM.
Decoder Model. VW,

Converter Mottel%____

Cable rest Splitters
Other Equipment (Specify)
.11,
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Dirplay 96.
Son Maio County Office of Education

333 Main Stint
Redwood City, CA fitaaS3

(415) 363.5400

Soporintanient of Schools
William K. Jennings

Vocationd Ednotion Division
Rabin L. Olney, Avistant Suporirrindont

Diner lompwition Parson
Emily Clines, Adminisvitor

ANALYZING JOBS: A QUESTIONNAIRE FOR COUNSELORS AND TEACHERS

o to identify skills which can be learned during work experience

How To Use This Questionnaire

Them Rre two parts to this form. The first part, comprising the sections labelled "Job
Description" and "Job Information", asks for general information about the job and
specific information about the site, employer, and job title.

The second part asks questions to elicit specific information about tasks on the job. If a
supervisor answers "yes" to the general questions listed on the tab, turn to that page and
ask the questions fisted above the tab. Record each response. Collect job-related
examples of as many tasks as possible.

On completing the interview, thank the supervisor for his/her time and agree to send
copies of any products which result from his/her cooperation.

* * * NOTE * * *

The actual format of this booklet could not be reproduced here. In order to simulate its
appearance as closely as possible, the titles (questions) that appeared on the tabbed
portion of the pages (which get sequentially longer) are boxed.
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Site Supervisor:
Title:

Name of Site:

Address:

Job Title:
D.O.T. Code:

Phone Number:

Initial Contact Person:
Date of Interview:

D.O.T. Title:

Job Information

ASK THE SITE SUPERVISOR TO BRIEFLY EXPLAIN THE JOB AND ITS RELATIONSHIP
TO THE COMPANY AS A WHOLE. USE THE SPACE BELOW TO RECORD THIS
INFORMATION.

Job Description

A. DO YOU USE WHOLE NUMBERS?

DECIMALS?
FRACTIONS?

PERCENTS?

B. DO YOU ADD? SUBTRACT?
MULTIPLY? DIVIDE?

C. WHAT COMPUTING MACHINES ARE USED?

D. HOW IS THE COMPUTATION RECORDED?

Are any of these skills required on entry?

For which skills will you provide training?

Compute? Yes No
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A. IS THE DATA NUMBERS? COLOR CODED? WORDS?

B. HOW ARE THE CRITERIA STATED?

C. IS THE DATA ON PAPER? MICROFILM? COMPUTER?

D. WHAT FACTORS ARE USED FOR COMPARISON?

Are any of these skills required on entry?

For which skills will you provide training?

Sort or Arrange? Yes No

A. IS THE DATA NUMBERS?

B.IS THE DATA COPIED BY HAND?

C.IS THE DATA COMMUNICATED ORALLY?

ON COMPUTERS?

Are any of these skills required on entry?

For which skills will you provide training?

WORDS?

TYPED?

ON FORMS?

ON MICROFILM?

Copy, Enter, or Post? Yes No

A. IS THE INSTRUCTION LECTURE? DISCUSSION?

ROLE-PLAYING? AUDIO-VISUAL?

B. WHAT IS BEING TAUGHT?

C. TO WHOM OR WHAT IS IT BEING TAUGHT?

D. IS THE CURRICULUM PRESCRIBED?

E. WHERE DOES THE TEACHING TAKE PLACE?

F. WHAT IS THE EVALUATION PROCEDURE?

G. WHAT IS THE PURPOSE OF THE INSTRUCTION?

Are any of these skills required on entry?

For which skills will you provide training?

Teach, Train, or Supervise? Yes No
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A. WHERE DOES THIS TAKE PLACE?

B. WHAT IS THE AUDIENCE COMPOSITION?

C. WHAT MATERIALS OR OBJECTS ARE USED?

Are any of these skills required on entry?

For which skills will you provide training?

Entertain? Yes No

A. IS THIS FOR A PRODUCT? SERVICE?

B. WHERE DOES THE WORKER DO THIS?

C. HOW LARGE ARE THE GROUPS?

D. WHAT IS THE AUDIENCE COMPOSITION?

Are any of these skills required on entry?

For which skills will you provide training?

POINT OF VIEW?

Persuade? Yes No

A. IS THE INFORMATION COMMUNICATED ORALLY?

IN A LANGUAGE OTHER THAN ENGLISH?
IN WRITING?

WITH GESTURES?

B.THE INFORMATION PROVIDED CONCERNS: RULES? REGULATIONS?
PRODUCTS? JOBS? OTHERS?

Are any of these skills required on entry?

For which skills will you provide training?

Provide Information to Other People? Yes No
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A. IS THE INFORMATION PUT ON FORMS? TYPED?

ENTERED INTO COMPUTERS?

B. ARE DECISIONS MADE BY WORKERS BASED ON PEOPLE'S RESPONSES?

C. ARE THE QUESTIONS PRESCRIBED?

Are any of these skills required on entry?

For which skills will you provide training?

Obtain Information From Other People Yes No

A. ARE THE REQUESTS COMMUNICATED IN WRITING? ORALLY?

BY GESTURES?

B. WHAT IS THE POPULATION LIKE?

INFIRM? AGED?

YOUNG? ANIMALS?

Are any of these skills required on entry?

For which skills will you provide training?

Respond to Needs or Requests of People/Animals? Yes No

A. WHAT EQUIPMENT OR MACHINES ARE USED?

B. WHAT DO THE MACHINES DO?

C. ARE CONTROLS USED BY THE WORKERS?

D. IS THE WORK INSIDE OR OUTSIDE?

Are any of these skills required on entry?

For wh:ch skills will you provide training?

1

Operate Moving Machines Yes No
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A. WHAT MACHINES OR EQUIPMENT ARE USED?

B. WHAT IS PRODUCED?

C. WIIAT CONTROLS ARE USED?

Are any of these skills required on entry?

For which skills will you provide training?

Operate Stationary Equipment or Machines? Yes No

A. WHAT MACHINES ARE RUN?

B. WHAT CONTROLS ARE USED?

C. HOW ARE MALFUNCTIONS INDICATED?

D. WHAT ACTION IS TAKEN IN CASE OF A MALFUNCTION?

Are any of these skills required on entry?

For which skills will you provide training?

Run Machines Set Up By Other Workers? Yes No

A. WHAT TOOLS OR EQUIPMENT ARE USED?

B. HOW STRICT ARE PRECISION REQUIREMENTS?

C. WHAT ADJUSTMENTS ARE MADE?

Are any of these skills required on entry?

Vor which skills will you provide training?

Hand Tools? Yes No
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A. WHAT MACHINES ARE BEING LOADED OR UNLOADED?

B. WHAT IS BEING LOADED OR UNLOADED FROM THE MACHINES?

Are any of these skills required on entry?

For which skills will you provide training?

Load/Unload Automatic Machines? Yes No

A. WHAT IS BEING MOVED?

B. ARE MACHINES OR TOOLS USED?

C. IS THE REQUEST WRITTEN? ORAL?

D. WHAT IS THE HEAVIEST LOAD TO BE MOVED?

Are any of these skills required on entry?

For which skills will you provide training?

Move or Carry Objects? Yes No
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Display 97.

What Math, Reading, and Writing Skills Do Your Students Need?

Whole Numbers Give examples from job or training: Whole Numbers

1A.3 Read a whole
number
in words.

State situation and use
and write typical numbers

Read

Write

1A.4 Write a whole
number given the
word name.

Count

Arrange

1A.5 Count Add

1A.6 Arrange in order Subtract

1B.2 Add Multiply

1B.4 Subtract Divide

1C.2 Multiply 'Round Off

1C.,4 Divide

IMMEIMIO

Word
Problems

1E.1 Round Off1111

Solve word problems with:

1B.5 Addition and/or
Subtraction

1C.5 Multiplication and/or
Division

1D.1 Combination of
functions

* * * NOTE * * *
The actual format of this booklet could not be reproduced here since the pages are
progressively wider and oriented horizontally. Display pages duplicate, as closely as
possible, the actual layout of individual page spreads. The far right column of each page
is visible when the booklet is closed.
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Fractions Give examples from job or training: Fractions

2A.lb Read and explain... State situation and use Read
typical numbers

2A.5 Arrange fractions Arrange
in order

Add
2B.3 Add fractions

Subtract
2B.8 Subtract fractions_

Multiply
2C.3 Multiply fractions

Divide
2C.5 Divide fractions

Word
Solve word problems with fractions: Problems

2B.9 Addition and/or
Subtraction

2C.6 Multiplication and/or
Division

2D.1 Combination of functions
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Decimals and/or. Give examples from job or training: Decimals,
Dollars
and Cents

Dollars and Cents
State situation and use typical

3A.1 Read decimal num- numbers
bers and write in words Read

3E.1 Read amounts and Decimals Dollars and Centsin Writewrite words

3A.2 Write decimal numbers
given word names

Arrange

3E.2 Write amount given
word names

Add

Subtract
3A.3 Arrange decimals in

order Multiply

3B.1 Add decimals Divide
3E.3 Add amounts

Round Off
3B.2 Subtract decimels
3E.4 Suhtract amounts Word

Problems
3C.1 Multiply decimals
3E.5 Multiply amounts

3C.4 Divide decimals
3E.6 Divide amounts

3D.1 Round off decimals
3E.8 Round off amounts

Solve word

3B.3
3E.11

3C.6
3E.12

3F.1
3F.2ml

problems with decimals or amounts:*

Addition and/or subtraction
Addition and/or subtraction

Multiplication and/or division
Multiplication and/or division

Combination of functions
Combination of functions
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Percents and Mixed Operations Give examples from job or training: Percents,
Mixed

4A.1 Identify percents... State situation and use Operations
typical numbers

ONNIMMB

4B.1 Calculate a percent,
like 5% of 170 =

5.7% of 17.3 =

Identify %

Calculate %

4B.2 Calculate what percent, Word
like 12 is % of 60? Problems %

12.5 is % of 60.5?
Convert

4B.3 Calculate the original number,
like 5% of = 60 Mixed

5.5% of = 60.5
Average

4C.1 Solve word problems
with percents Ratio

Convert: Proportion

elml

1
1

5A.1 a. Fractions to decimals
b. Decimals to fractions

5A.2 a. Percents to fractions
b. Fractions to percents

5A.3 a. Percents to decimals
b. Decimals to percents

Mixed Operations:

5B.1 Find an average

5C.2 Write a ratio

5D. Solve a proportion problem
(word problem)
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Measurement, Graphs and Give examples from job or training: Measurement,
Drawinja Graphs, and

State situation and collect copies Drawings
6A. Calculate Areas of actual materials used.

(Square, rectangle, Area
triangle, circle, or
polygon?) (in a word Perimeter
problem?)

Volume
6B. Calculate Perimeters

(Square, rectangle, Capacity
triangle, polygon or
circumference of a circle?) Weight
(in a word problem?)

Distance
6C. Calculate Volumes

Time
6D.1 Add and Subtract Liquid

measurements Cost

IIMOMIMMO

,11111.

,11111.

10

6E.1 Add and Subtract Weight Units
measurements

6F.1 Add and Subtract Distance
measurements

6G.1 Subtract 12-hour Clock Times

6H.1 Calculate Costs given
wages, time, and cost
of materials

61. Convert Units (Distance,

10

10

area, capacity or weight?)

8A.5 Write Measurements from a
sketch of a graduated scale

9A. Use Metric Measure

10A.1 Read Graphs (Circle, bar
or.line?)

12A.1 Identify features on
Scale Drawings
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Reading Give examples from job or training: Reading

15B.1 Read signs (such as State situation and collect copies Signs
CAUTION, of actual materials used.
FLAMMABLE, etc.) Forms

16A.4 Read Forms (such as Work Charts
Orders, Job Orders, Purchase Tables
Orders, Sales Slips, etc.)

Manuals
16B.3 Read Charts and Tables Reference

(such as Tax Tables, Conversion Books
Tables, Organization Charts,
and those found in manuals and Newspaper
training textbooks.)

Dictionary
16D.3 Read Manuals and Reference Glossary

Books including Tables of
Contents, Index, and typical Maps
pages

Compre-
16E.2 Read Newspaper Want Ads hension

including common terms
and abbreviations in job Main Idea
descriptions

T/F
16F.4bUse the Dictionary or

Glossaries from texts or Facts
references

Follow
16G.5 Read Maps Direction

Comprehension in order to: Telephone
Book

17A.3 State the Main Idea or
Outcome

17A.4 Answer True/False Questions
(in textbooks, tests, etc.)

17A.5 Answer Factual Questions
(about text material, letters,
requests, reports, etc.)

17A.13 Follow Instructions (to_
take tests, operate or
repair equipment, etc.)

25C.5 Use the Telephone Book
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Writing

Dates:

21A.2a Identify most recent
date

21A.3 Write date correctly
punctuated and

. capitalized

Give examples from job or training: Writing

State situation which calls Dates
for skill

Time

Phrases

Sentences

Grammar
Time:

21A.4 Tell time within 5 minutes

21A.5 Write time, i.e., 8:00,
eight o'clock, 8 o'clock

21A.6

On Forms:

22A.1

22B.1

Grammar:

22C.1

22C.25

22C.26

22C.39

22C.40

22C.42

Use A.M. and P.M. correctly

Short Notes:

Write phrases on forms
(Is correct spelling
essential?)

Write complete sentences
on forms

Recognize complete sentences

Make correct subject-verb
and pronoun agreement

Use correct verb tense

Use correct capitalization

Use correct word of commonly
confused word pairs

Punctuate sentences correctly

22D.1 Take messages, conveying
information accurately
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Listening

Comprehension to:

19A.10 Answer Factual
Questions. . .

19A.15 Follow Oral
Instructions (How
complex?)

Speaking:

25A.2

25A.5

25C.6

Give Information
(How technical?)

Give Directions
(How complex?)

Give examples from job or training:

State situation which calls
for skill

Use the Telephone (How
essential to the job?)

Skills were selected from the A.C.E. Taxonomy of
Instructional Objectives.

This survey was developed by:

Copyright c 1982

Vocational Education Special Projects
San Mateo County Office of Education
333 Main Street
Redwood City, CA 94063

471

Listening,
Speaking

Answer
Questions

Follow
Direction

Give Info

Give
Direction

Use
Telephone



What Dgcree of Specificity Should Be Used?

The functional/applied approach to basic education youth employment competencies could
encompass either generic skills, transferable to all occupations, or capabilities related to
particular occupations and certain jobs. Following the San Mateo County tenets, a large
group of competency statements could be established for adaptation to significant
numbers of different settings or purposes. This array of basic education competencies
could be geared to general world of work entry, like the standardized, occupation-based
option. It could also be adjusted to afford a strong foundation in basic skills to prepare
for and' Obtain a specific type of desired employment, like the individualized, occupation-
based strategy. The functional/applied approach is quite flexible, having a degree of
specificity ranging from the general to the particular. Competencies constituted and
expressed this way could enable young people to learn many specific vocational tasks, as
well as furnish them with the adaptive capacities needed to respond to changing job
responsibilities.

The Wisconsin Youth Competencies Task Force recommended a general list of twelve
reading, nine writing, and thirty math competencies from which PICs can choose those
they feel are important for their participants. These functional/applied capabilities would
need to be formatted into competency statements that would either retain their present
generic nature or make them especially applicable to certain situations. Display 98 shows
the Wisconsin list. (See Display 98.)

The Private Industry Council of South Florida developed the Remedial Education
Benchmarks contained in Display 99. Included also are instructions to subcontractors.
This array provides an excellent starting point for localities wishing to utilize the
functional/applied approach in any of a variety of ways. (See Display 99.)

Display 100 presents an excellent example of functional/applied competencies constituted
in an individualized approach based on the requirements of a specific occupation. The
rationale is included to further clarify the intent of the Humboldt County (California)
SDA. The section of the appendix keyed to this chapter has other sample listings of basic
education skills. (See Display 100.)

Text continues on page 483
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Display 98.

The Youth Competencies Task Force has recommended the following list of
twelve reading, nine writing and thirty math competencies from which PICs
can choose those they feel'are important for their participants.

READING

Interpret Signs and labels
Follow Directions in Sequential Order
Use a Road and Street Map
Use a Dictionary
Use a Library
Gain Information from Newspapers and Magazines
Use the Phone BOOK as an Information Source
Reao and Write Day, Montns and Time of Day
Use a Textbook ana Reference Materials
Read Consumer Informatiun
Interpret Information for the World of Work
Interpret Forms

WRITING

Recoro Personal Information for Self and Others
hrite Messaget and Reports
Write Resume and Personal Information Showt
hrite Letter
Complete Forms
hrite Sentences
hrite Paragraphs
Write Compositions
Identify Study Skills ano Test Taking Skills

515
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MATH

Identify Whole Numbers
Add Whole Numbers
Subtract Whole Numbers
Multiply Whole Numbers
Divide Whole Numbers
Solve Word Problems Using Whole Numbers
Identify Fractions and Equivalent Fractions
Add Fractions
Subtract Fractions
Multiply Fractions
Divide Fractions
Solve Word Problems Involving Fractions
Identify Amounts of Money
Identify Decimals
Add Decimals
Subtract Decimals
Multiply Decimals
Divide Decimals
Convert Decimals to Fractions
Solve Word Problems Involving Decimals

Compareiractions, Decimals, Percent
Calculate Percent of a Number
Calculate the Rate
Calculate the Principal
Solve Word Problems with Percents
Read Graduated Scales
Solve Problems Using Linear Measurement
Use Electronic Calculator
Solve Problems Using Area
Solve Problems Using Volume



Display 99.

REMEDIAL EDUCATION BENCHMARKS

Provided below is a complete set of benchmarked training standards for remedial
education programs. Some projects may choose to cover all benchmarks, but others may
choose to cover only selected segments of the complete set of benchmarks. Some
projects select specific benchmarks for individual students based on their diagnoses of
individual students' deficits. Remedial education operators applying for funding will have
to specify in their proposals which of these benchmarks they anticipate covering (if the
curriculum will focus on only a portion of the full set of competencies specified in the
benchmarks) and how the benchmarks will be incorporated in the diagnostic-prescriptive
approach the project will be using.

Submit Attachment A as part of your proposal. Circle the benchmark numbers pertaining
to the material you propose to cover and provide the requisite explanations in your
narrative.

REMEDIAL EDUCATION (READING)

Benchmark
Number Element Benchmark

1. Sight Vocabulary Given 50 randomly selected basic sight words, the
participant will pronounce the words correctly.

Phonics

2. Consonants Provided a series of words, participant will identify
and pronounce consonant sound (initial, medial,
final), to the instructor's satisfaction.

3. Vowels Provided a series of words, the participant will
identify and pronounce long and short vowel
sounds, to the instructor's satisfaction.

Structural Analysis

4. Compound Words Provided 25 words, the participant will form com-
pound words for 20 out of the 25 and identify
compound words in 10 sentences, with 80%
accuracy.

5. Suffixes Provided 25 words, the participant will correctly
form 25 new words by adding common suffixes
(plurals, tense, y, ly, less, tion, etc.) and will
pronounce and use the new words in sentences,
with 80% accuracy.

6. Prefixes Provided 25 words, the participant will correctly
form 25 new words by adding common prefixes (un,
dis, pre, uni, bi, etc.) and will pronounce and use
the new words in sentences, with 80% accuracy.
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7. Root Words/Affixes Provided 25 words containing prefixes and/or suf-
fixes, the participant will with 80% accuracy iden-
tify the root, prefix, and suffix of each word and
correctly pronounce 20 of the 25 words.

8. Syllabication Provided 25 words of 2 or more syllables, the
participant will, with 80% accuracy, separate the
words into syllables using the common syllabication
patterns and correctly pronounce the words.

Vocabulary Development

9. Words That Sound Alike Provided 20 incomplete sentences with pairs of
words that sound alike (to, too; hear, here; etc.)
the participant will choose the contextually appro-
priate word for 16 of the 20 sentences.

10. Word Meaning From Provided 10 unfamiliar words and sentences or
Context paragraphs using the words, the participant will use

context clues to correctly define 8 of the 10 words.

11. Roots/Aff ixes Provided with a list of 20 multisyllable words
containing the 14 most common root words, the
participant will apply the meanings of prefixes,
suffixes, and roots to correctly define 16 of the 20
words.

12. Vocabulary Provided 2 sets of 25 commonly used words, the
participant will correctly define 1 set of 25 words,
and choose correct antonyms for the second set of
25, with 80% accuracy.

Comprehension Skills

13. Sentence Comprehension Provided 15 sentences with missing words, the
participant will supply the appropriate word by
analysis of the context of the sentence, for 12 of
the 15 sentences.

14. Getting Facts Provided 5 paragraphs and questions about who,
what, where, when, and why, the participant will
read the paragraphs and answer the questions, with
80% accuracy.

15. Sequence Provided 2 paragraphs containing sequential items
and/or events, the participant will identify the
correct order of the events, with no errors.

16. Topic Sentences Provided 5 paragraphs, the participant will identify
the topic sentence of each, without error.
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17. Main Ideas Provided 5 paragraphs, the participant, after read-
ing the paragraph, will identify the main idea of
each, with 80% accuracy.

18. Cause and Effect Provided 2 paragraphs containing cause and effect
relationships, the participant will identify the
cause and effect without error, and will identify
the words that cue the relationship, with 80%
accuracy.

19. Inferences Provided 5 reading passages, the participant will
correctly answer questions which require him/her
to infer information not directly stated in the
material, with 80% accuracy.

20. Critical Reading Provided 2 articles containing propaganda and 2
containing statements of fact and opinion, the
participant will, with 80% accuracy, 1) identify the
propaganda techniques utilized (persuasion, emo-
tionally charged statements, etc.) and 2) correctly
differentiate fact and opinion statements

Practical Reading Skills

21. Following Directions Provided a short selection which contains direc-
tions, the participant will follow directions accur-
ately, with no error.

22. Map Reading

23. Schedules

24. Charts, Graphs, Tables,
Diagrams

Provided 2 types of maps (road, pictorial), the
participant will demonstrate how to read and inter-
pret the maps, with 80% accuracy.

Provided various types of schedules (bus, train,
etc.), the participant will demonstrate how to read
and interpret the schedules, to the instructor's
sat isf act ion.

Provided a graph, a table, a chart, and a diagram,
the participant will interpret and answer questions
about the content of each, to the instructor's
satisfaction.

25. Want-Ads Provided 10 want-ads (jobs, real-estate, etc.), the
participant will read and interpret the ads, to the
instructor's satisfaction.

2e. Advertisements Provided 5 advertisements, the participant will
read and answer questions about the advertise-
ment, to the instructor's satisfaction.
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REMEDIAL EDUCATION (ENGLISH)

27. Nouns

28. Pronouns

29. Noun/Pronoun
Replacement

30. Verbs

31. Past/Present/Future
Tense

32. Irregular Verbs

33. Sentence Structure

34. Subject/Verb Agreement

35. Pronoun/Antecedent
Agreement

36. Contractions

Provided 25 sentences, the participant
the nouns, with 80% accuracy.

Provided 25 sentences, the participant
the pronouns, with 80% accuracy.

Provided 25 sentences, the participant
all nouns with the correct pronouns, in
sentences.

will identify

will identify

will replace
20 out of 25

Provided 25 sentences, the participant will identify
the verbs, with 80% accuracy.

Provided 25 sentences, the participant will identify
past, present, and future tense sentences, with 80%
accuracy.

Provided 25 sentences, the participant will supply
the simple past tense of each verb and the past
participle with have/has/had, in 20 out of 25 sen-
tences.

Provided 25 sentences, the participant will identify
the complete subject, the complete predicate, the
simple subject, and the simple predicate, with 80%
accuracy.

Provided 25 sentences, the participant will select
the form of the verb that agrees with the subject,
with 80% accuracy.

Provided 25 sentences, the participant will select
the pronoun that agrees with the antecedent in
each sentence, with 80% accuracy.

Provided 10 pairs of words, the participant will
write the contracted from of each pair, with 80%
accuracy. Provided 5 contractions, the participant
will write the two words each contraction repre-
sents, with 80% accuracy.

37. Adjectives and Adverbs Provided 25 sentences, the participant will identify
the adjectives and adverbs, with 80% accuracy.

38. Prepositions and Provided 25 sentences, the participant will identify
Conjunctions the prepositions and conjunctions, with 80%

accuracy.

39. Sentence Fragments
(Clauses 6c Phrases)

Provided 25 sentences, the participant will be
expected to distinguish between sentences and sen-
tence fragments, with 80% accuracy.

477

51 9



40. Fused and Run-on
Sentences

41. Kinds of Sentences

42. Sentence Construction

43. Punctuation

44. Spelling

45. Spelling

46. Spelling

Provided 25 sentences, the participant will identify
the fused and run-on sentences, with 80%
accuracy.

Provided 10 sentences, the participant will identify
each of the 4 types of sentences, with 80%
accuracy.

Provided 10 simple words, the participant will
generate 10 sentences, and 8 out of 10 sentences
will be grammatically correct.

Provided 2 unpunctuated paragraphs, the partici-
pant will punctuate the paragraphs with 80%
accuracy.

Provided 50 commonly used misspelled words
orally, the participant will correctly spell 40 out of
the 50 words.

Provided 50 basic si;ht words orally, the partici-
pant will correctly spell 40 out of the 50 words.

Given 20 words orally, and a dictionary, the parti-
cipant will correctly look up and write the correct
spelling of the 20 words.

REMEDIAL EDUCATION (MATH)

47. Addition of Whole
Numbers

48. Subtraction of Whole
Numbers

49. Multiplication of Whole
Numbers

50. Division of Whole
Numbers

51. Addition of Fractions

52. Subtraction of Fractions

Provided 20 addition problems, t* lrticipant will
add 17 out of the 20 problems wit, error.

Provided 20 subtraction problems, participant
will subtract 17 out of the 20 proL as without
error.

Provided 20 multiplication problems, the partici-
pant will solve 17 out of the 20 problems without
error.

Provided 20 division problems, the participant will
solve 17 out of the 20 problems without error.

Provided 25 fraction problems (addition), the
participant will solve 20 out of the 25 problems
without error.

Provided 25 fraction problems (subtraction) the
participant will solve 20 out of the 25 problems
without error.
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53. Multiplication of Provided 25 fraction problems (multiplication), the
Fractions participant will solve 20 out of the 25 problems

without error.

54. Division of Fractions Provided 25 fraction problems (division), the parti-
cipant will solve 20 out of the 25 problems without
error.

55. Addition of Decimals Provided 25 decimal problems (addition), the
participant will solve 20 out of the 25 problems
without error.

56. Subtraction of Decimals Provided 25 decimal problems (subtraction), the
participant will solve 20 out of the 25 problems
without error.

57. Multiplication of Provided 25 decimal problems (multiplication), the
Decimals participant will solve 20 out of the 25 problems

without error.

58. Division of Decimals Provided 25 decimal problems (division), the parti-
cipant will solve 20 out of the 25 problems without
error.

59. Percentages Provided 30 various percentage problems, the par-
ticipant will solve 25 out of the 30 problems
without error.

60. Exponents & Roots Provided 25 exponent and root problems, the
participant will solve 20 out of the 25 problems
without error.

61. Signed Numbers Provided 20 signed number problems, the partici-
pant will solve 17 out of the 20 problems correctly.

62. Equation Problems Provided 20 equation problems, the participant will
solve 17 out of 20 the problems correctly.

63. Graphs Given 5 graph problems to solve, the participant
will solve 4 out of the 5 problems correctly.

64. Algebraic Word Problems Given 20 one and two step word problems, the
participant will correctly solve 17 out of the 20
problems.

65. Factoring

66. Plane Geometry

Provided 25 factoring problems, the participant
will solve 20 out of the 25 correctly.

Provided 25 geometry problems, the participant
will solve 20 out of the 25 correctly.

479



Display 100.

BASIC EDUCATION SKILLS

Youth Competencies for Computer Literacy Orientation

This document contains a draft set of basic education skills designed to provide youth with
the knowledge and skills necessary for entrance into a Computer Business Occupation
Training Program. Youth obtaining these competencies will be appropriate for enrollment
into advanced Computer Business Occupation Training Programs operated by either ETD
or other agencies.

The youth that successfully complete this program will acquire a working knowledge of
the uses of computers in business, the employment opportunities in the computer field,
and an understanding of the components of different computer systems. Additionally, the
youth that achieve these competencies will obtain the basic skills necessary for the
operation of a computer system.

This program willl be provided by ETD n conjunction with Eureka Adult School. This
Basic Educational Skills Computer Literacy Training Program is separate and distinct
from the Computer Business Occupation Training Program that ETD also offers in
conjunction with EAS.

As stated, this Basic Educational Skills Competency Program has been designed to assist
youth to become competent in the skills necessary to successfully complete additional
training in Computer Business Occupations.
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BASIC EDUCATION SKILLS

Computer Literacy Orientation
A. Computer Literacy

A. 1. Knowledge of computer terminology, systems, data processing cycles, input and
output devices, and hardware and software compowInts

Measures:

Tool/Doc:

a. Define a list of 15 basic terms related to computers with 80% accuracy
b. Explain 2 ways that stand alone and network systems differ with 80%

accuracy
c. State the 3 steps involved in the data processing cycle with 80%

accuracy
d. Define 2 data output devices and 2 input devices with 80% accuracy
e. Define 2 examples of hardware and software components and explain

the differences between the 2 with 80% accuracy

a. Written test
b. Written test
c. Written test
d. Written test
e. Written test

B. Computer Operation

B. 1. Operation of special function keys, basic system care, accessing a hard disk
system, produce printout, and familiarity with programming procedures

Measures:

Tool/Doc:

a. Demonstrate the ability to operate the 4 special function keys
b. Define the 3 major factors in proper care of a computer system
c. Log on to a hard disk system; from menu select an application program
d. Produce a hard copy of a business letter
e. With supervision, use a flowchart to write a simple computer program

a. Receive trainer's rating of 4 or better on a scale of 1-5 (1 = unable to
perform; 5 = performs independently)

b. Oral examination with demonstration
c. Trainer's rating of 4 or better on a scale of 1-5
d. Hard copy of work

e. Hard copy of program



C. Software

C. 1. Knc w basic software categories and word processing editing commands; ability
to create data base and perform spreadsheet math calculations

Measures:

Tool/Doc:

a. Identify 2 software categories
b. Perform 5 editing commands in a word processing program
c. Produce a hard copy of a data base using a data base management

system
d. Use a financial spreadsheet program to maintain a checking account

a. Written test
b. Hard copy of edited letter
c. Hard copy of data base
d. Hard copy of account

D. Computer Usage in Society

D. 1. Knowledge of computer usage, problems with use, and future direction of
computer usage

Measures:

a. Identify 4 uses of computers with 100% accuracy
b. Identify 2 problem areas concerning computer usage with 100%

accuracy
c. Identify a possible direction of future computer use

Tool/Doc:

a. Oral test
b. Oral test
c. Oral test

E. Employment Opportunities in the Computer Field

E. 1. Knowledge of job opportunities and the importance of computer literacy as a
salable job skill

Measures:

Tool/Doc:

a. Identify with 100% accuracy 4 jobs that require the use of computers
b. With 100% accuracy, state 2 reasons why computer literacy is impor-

tant in today's job market

a. Written test
b. Written test



Employers look for applicants with skills meeting entry requirements. Basic education
skills needed to accomplish a specific job or group of tasks must be determined. In a good
number of cases, the desired competencies can't be designated by a particular grade level.
Functional/applied competencies can be too high/low in skill level for the jobs involved.
In such circumstances, there is a need to cross check functional/applied basic education
capabilities with grade levels. Little if any correspondence would be found, because
generally they are not comparable. Even if they were, no technology has been developed
to facilitate such a comparison on an accurate basis. Therefore, there will be situations
in which the identification of fairly exact grade levels or functional/applied competencies
required by different occupations will be a problem.

There is a procedure developed by the Department of Labor which identifies basic skills
required for every occupation listed in the Dictionary of Occupational Titles. This
system, entitled Relatin General Education Develo ment to Career Plannin enables
levels of reasoning, mathematics, and language needed for successful performance on the
job to be correlated with a wide range of occupational requirements. (General education
development is not to be confused with the major level of education discussed earlier.)
The system is old (1971) and was last updated in 1977. It remains accurate, however,
according to folks in the State of Michigan, where it is being utilized. Display 101
provides a sample page from the Third Edition of Vocational Preparation and Occupations.
This relates directly to Display 102 which presents an explanation of Relating General
Education Development to Career Planning. (See Displays 101 and 102.)

There are numerous sources of occupational information and data on job requirements. If
localities wish to approach basic education competencies in a non-systematized fashion,
one case at a time, they can contact the employment service, individual employers,
apprenticeship agencies, licensing boards, vocational-technical schools, and curriculum
organizations. Display 103 provides part of a task list for plumbing. It shows how basic
education related skills can be culled from existing sources which furnish raw material to
be translated into instructional objectives for inclusion in a competency-based curriculum.
Numbers two and four are basic education competencies related to performing general
plumbing activities. This selection comes from the youth employment competencies
technical assistance guide published by the State of Michigan. (See Display 103.)

Text continues on page 500
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VOLUME I
INTRO EDITION OF VOCATIONAL PREPARATION AND OCCUPATIONS

PROORAMI 11.1111 IVPING, GENERAL OFFICE, IA RELATED PROGRAMS

A GROUP OF INSIRUCTIONAL PROGRAMS 10AI PREPARE
INDIVIDUALS TO RECORD, DUPLICATE, AND REIRIEVE DATA, INCLUDING CLASSIFYING, SORTING, AHD FILING
CORRESPONDENCE, RECORDS AND OIHER DATA

INCLUDES INSIRUCIION IN SHIPPING AND RECEIVING PROCEDURESSIOCK AND MEMORY MAINTENANCE, AND
OPERATION OF OFFICE MACHINES.

PROORAM1 11.1711 WINO, GENERAL OFFICE AND RELATED PROGRAMS, GENERAL

AN INSTRUCTIONAL PROGRAM MAT GENERALLY
PREPARES INDIVIQUATS 10 OCORD, OUNICAIE, AND REIRIEVE DATA, IHCIUDINO CLASSIFYING, SHIM AND
FILING CORRESPONDENCE, RECORDS, AND 01111 DATA.

INCLUDES INSTRUCTION IN SNIPPING AHD RECEIVING
PROCEDURES, SIOCK AND INVENTORY MAINIENANCE,

AND OPERATION Of OFFICE MACHINES.

PADOR4h1 11.1/12 CIEWTYPISI,

AN INSTRUCTIONAL PROGRAM INAI PREPARES INDIVIDUALS 10 USE A TYPEWRITER IN i VARIETY
Dr ACIIVIIIES. INCLUDING CORRESPONDENCE AND COMPILING AHD TYPING REPORTS, APPLICATION HMI
SHWA IICKEIS, AND OINER DATA FROM CIERICAl RECORDS, INCLUDES INSIRUCIION IN FILING RECORDS INDREPORIS, POSIING INFORMATION TO RECORDS, SORIING AND 0101111011NC MAIL,

ANSWERING IELEPNONES, AND
COMPUTING 41111 CALCULATING MACHINES.

DICTIONARY OF OCCUPATIONAL TITLES S
01ITER 1111 G E S 1151;1 FORM MINN GED V PHYSICAL WORKING C I P SOC SURVEY MATRIX CENSUSCO CODE TITLE

11111 t DEMANDS CONDIIIONS PROGRAM CODE CODE CODE CODE.P

21/.10-111 ClE101-10151 3 2 1 4 5451 I 4124 1102 4102111i 115

PROGRAMS 11.111$ CPRRESPONDENCE CLERK

AN INSTRUCTIONAL PROGRAM 1081 PREPARES INDIVIDUALS 10 COMPOSE CORRESPONDENCE
AND RELATED IIEMS FOR INE PURPOSE Of CHAINING OR GIVING INFORMAIION

ON MERCHANDISE, DAMAGE CLAIMS,CREDII, MIS, OR UNSAIISFACTORY SEkVICE. INCLUDES INSIRUCIION IN PREPARING MATERIALS, USING A
TYPEWRITER, 1OUIING CORRESPONDENCE, AND

KEEPING RECORDS Of INCOMING AND OUTGOING WRIIIEN
CORRESPONDENCE.

0114.

DICTIONARY OF OCCUPAIIONAL TIRES
OTHER 1111 D E S 1510FOURTH EDITION

GED V PHYSICAL WORKING C I P SOC SURVEY MATRIX CENSUSCODE IIILE RMI P DEMANDS CONDITIONS PROGRAM CODE CODE CODE coDE

211.241-111 CORRESPONDENCE CLERK i 2 i i 5451
211.111111 CORRESPONDENCE4EVIEW CLERK $ I I 5 541
211.111114 SUGGESIION CLERK

) 1 I i Si
221.50-142 91ES CORRESPINDUO

i 2 4 i LS
241.10114 SUPERVISOR,

COSIOMER..COMPIAINT SERVICE i I i 5 55
241.20-114

INVESIIGAIOR, UTILITY II1L COMPLAINIS 444 i 1.51
241.311114 CUSIOMER.COMPLAINI CLERK 4 1 i 5 551
241.311111 CLAIMS CLERK

i 34 5 Si
241111-111 SUPERVISOR, CORRESPONDENCE SENIOR i 2 4 1 548
281.2121ll POIICYPIDER-INFORMATION CLERK 4 2 4 8 5458

4113 81321 41181118 126

WI 11121 lilUift 121
11.1115 4111 11111 41111115 111

8813 11323 4111108 126
11,1411 4521 Wit 41181211 111

4183 81,14 41110111 118
II,ITIS '4783 81111 41182211

4281 41111 40182218 118
01.141 8518 11118 41081211 511

4845 81323 41088818 323



Display 102.

MICHIGAN STATE UNIVERSITY
CURRICULUM RESOURCE TEAM

AGRICULTURE ANO NATURAL RESOURCES EDUCATION INSTITUTE
COLLEGE OF AGRICULTURE ANC) NATURAL RESOURCEc

TELEPHONE(517) 353-0661

RELATING GENERAL EDUCATION DEVELOPMENT /GED) TO CAREER PLANNING

The material contained herein is taken from Relating General Educational Develop-
ment to Career Planning as prepared by the United States Department of Labor and
published by the United States Government Printing Office, Washington, 1971.

MSU Curriculum Resource team
101 Wills House

Amortises State Unrversitv
E ast Lansing. Michigan 4524

wampum. raw fast Clammware ~was
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Relating General Education Development (GED) to Career Planning

Each occupation in the DOT has been assigned a series of subcodes which provide
supplementary information about the occupation. One of these subcodes is for General
Education Development (GED). The GED code is a three-digit number which indicates the
reasoning (R), mathematical (M) and language (L) development levels that a worker should
possess upon entering a given job.

GED levels range from one (1), the lowest level of complexity, to six (6), the highest level
of complexity. The GED levels are cumulative; that is, each ascending level indicates a
set of abilities and knowledges which are required in addition to all the abilities described
at the lower levels. For example, a GED level of (R) 3, (M) 3, and (L) 3 means that a
person must possess all the abilities listed in GED levels 1, 2 and 3 for reasoning,
mathematics and language.

The following charts, taken from Relating General Educational Development to Career
Planning,41 further detRil each of the GED's six levels for each factor (reasoning,
mathematics and language) in terms of a composite of what is currently being taught in
traditional academic settings in the United States. These charts do not address
experimental or highly specialized training programs; therefore, the mathematical and
language terminology may differ from that utilized in nontraditional settings.

It should be noted that the descriptions of the GED levels associated with the educational
achievement composites differ from those in the GED scale on page 41. This difference is
due to the fact that the publication which contained the educational composites was
published in 1971 while the revised GED scale was issued one year later. The Department
of Labor, at the present time, does not have any plans to revise the publication, Relating
General Educational Develoment to Career Planning, in which the educational attain-
ment composites are related to the GED levels. However, the basic principles and
concepts remain the E,atne and educators have found that they are still useful. Therefore,
the charts relating educational attainment and GED levels are being included in this
publication.

The information contained on the following pages can aid in the development of a
curriculum which is reflective of occupational requirements in terms of levels of
reasoning, mathematics and language needed for successful performance on the job.
Pages 17 and 18 of this publication provide additional information about and specific
examples for the utilization of GED levels for curriculum development.

41 U.S. Department of Labor, Relating General Educational Development to Career
planning (Washington: U.S. Government Printing Office, 1971).
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GED LEVEL -1
(Grades 1-3)

REASONING DEVELOPMENT:

Apply common sense under-
standing to carry out simple
one- or two-step instructions.
Deal with standardized situa-
tions with occasional or no
variables in or from these sit-
uations encountered on the job.

MATHEMATICAL DEVELOPMENT:

Counting and addition and sub-
traction of two-place numbers.
Develop familiarity with standard
units of measurement, and with
basic measuring equipment, such
as clocks, rulers, and scales.

LANGUAGE DEVELOPMENT:

Read, speak and print simple
sentences containing subject,
verb, and object, using pre-
sent and past tenses.

Counting:

Space Value:

Roman Numerals:

Ordinal Numbers:

Addition:

Subtraction:

Multiplication:

Division:

Fractions:

Terms and Symbols:

Measurement:

MATHEMATICS CURRICULUM

By twos, threes, fours, and fives.

Understanding the principle of place value of whole numbers.
Columli value (in multiples of 10) in a series of digits: the
number 6437 presents 7 ones; 3 tens; 4 hundreds; and 6 thous-
ands. Value of zero as placeholder; difference between 470, 407,
47.

Understanding principles of notation. Symbol to right, add: XI =
10+1. Symbol to left, subtract: IX = 10-1.

To 31st. Learning proper endings: 1st; 2nd; 3rd; 4th.

3-place numbers: 567
+642

3-place numbers: 359
-216 -1.16

Decimal as t: 1.25
+ .35

Decimal as t: 3.27

1-digit multiplier: 2.05
x .3

1-digit divisor: 2 / 426

Addition of simple fractions.

Knowledge of signs such as -, +, =, x, /
Introduction to terms such as sum, remainder, difference, multi-
plier, divisor.

Read clock, calendar, thermometer, yardstick, scales. Know-
ledge of units such as teaspoon, tablespoon, cup, pint, quart,
inch, foot, yard, dozen, ounce.
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Geometric Concepts Recognize geometric forms such as line, square, triangle,
rectangle, cube, cylinder, sphere. Understand meaning of terms
such as "volume" and "perimeter."

Practical Applications: Perform the four basic arithmetic openzinns with parts of
dollar.

Punctuation:

Capitalization:

Grammar:

LANGUAGE CURRICULUM

Use of period, question mark, comma, exclamation point, quota-
tion marks.

Names of places, persons, days, months, years, titles.

Rote learning of correct usage of present and past tenses of
common verbs, such as: run, do and go; and pronouns, such as: I,
me, he, him, they, them.

Reference Works: Introduction to the use of the dictionary and encyclopedia.

Spelling:

Reading:

Composition:

Speaking:

Learning to spell, through repetition and correction, words which
are part of everyday vocabulary. Learning phonetic and struc-
tural principles.

Introduction to the printed word. Emphasis placed on relating
written word to spoken word; acquisition of vocabulary; reinforc-
ing correct grammatical usage; stimulating thought.

Emphasis on legibility, spelling punctuation and initial capitaliz-
ation, word order, and forming complete sentences and para-
graphs.

Learning to participate in conversations and discussions.
Emphasis on clarity, enunciation, pronunciation, grammar, and
voice modulation. Oral reports, such as "Show and Tell,"
including information such as "who, what, where, when, why."

Handwriting: Mainly manuscript printing introduction to cursive writing in
2nd or 3rd grade.
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(Grades 4-6)

GED LEVEL
REASONING DEVELOPMENT:

Apply common sense under-
standing to carry out detailed
but uninvolved written or oral
instructions. Deal with prob-
lems involving a few concrete
variables in or from standard-
ized situations.

MATHEMATICAL DEVELOPMENT:

Perform the four basic arithmetic
operations, using whole numbers,
and common and decimal fractions.
Develop knowledge of standard
units of measure, and their inter-
relationships.

LANGUAGE DEVELOPMENT:

Read, write, and speak com-
pound and complex sentences
using adjectives and adverbs,
and varying word order in
phrases, clauses and sentenceF.
Discern and organize facts am
opinions for written and oral
communication.

Numbers:

Counting:

Place Value:

Addition:

Subtraction:

Multiplication:

Division:

Fractions:

Part-Whole
Relationships:

Geometric Concepts:

Measurement:

MATHEMATICS CURRICULUM

Read and write 7-digit numbers. Learn ordinals through
"thousands."

By fractions and decimal fractions.

Place values of numbers to left and right of decimal point

Multi-digit columns.

Multi-digit columns.

Two or three-digit multipliers.

Two or three-digit divisors.

Add, subtract, multiply, and divide common and decimal
fractions, mixed numbers, improper fractions. Introduction to
ratio and rate, percent; change fractions to decimal fractions
and to percent.

Introduction to reasoning and analysis of problems such as
finding a part of a number; finding the whole when a part is
given.

Learning meanings of terms such as radius, diameter, perimeter,
circumference, area of rectangle and volume. Construct graphs,
charts, and tables. Construct simple geographic forms such as
arcs, triangles and perpendiculars.

Learn relationships of standard units of measurement to each
other. Convert units of measure to smaller or larger units, such
as inches to feet, acres to square miles, hours to days, minutes
to seconds, or ounces to pounds.
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LANGUAGE CURRICULUM

Punctuation: Apostrophe, hyphen, colon.

Grammar:

Reference Works:

Reading:

Composition:

Speaking:

Learn to use mature sentence forms (compound and complex)
with variation of word order in phrases, clauses, and sentences.
Introduction to comparison of objectives and adverbs; compound
subject and predicate; agreement of subject and verb; common
and proper nouns; personal pronouns; singular and plural forms.

Study of the dictionary to learn syllabication accent and
diacritical marks such as macron (-), breve (v), double aot and
single dot as an aid to pronunciation. Study of road maps, time
tables, and entertainment guides to determine distances between
cities, report on transportation schedules and discuss merits of
available entertainment. Obtain library card and locate books,
using index file.

Learn roots, prefixes, and suffixes. Learn to read discriminate-
ly, distinguishing between essential and unessential material.
Enrich vocabulary with wide selection of reading material.
Introduction to magazines, newspaper, bulletins, etc.

Write reports on class discussions, hobbies, and trips, with
emphasis on variety of sentence structure, grammar, selection of
words to clearly express thought, and reinforcing and increasing
vocabulary. Make outlines; practice techniques of letter writing
and news writing.

Practice reading aloud to improve enunciation, pronunciation,
inflection, and phrasing. Play part in a skit, or act out a scene
based on own experience to learn to express feelings vocally.
Learn and practice courtesies in social situations such as allow-
ing others to express their viewpoints without interruption or
ridicule. Relate personal experiences to group.

Handwriting: Cursive writing; emphasis on legibility and facility in writing.
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(Grades 7-8)

GED LEVEL 3
REASONING DEVELOPMENT:

Apply common sense under-
standing to carry out instruc-
tions furnished in written, oral,
or diagrammatic form. Deal
with problems involving several
concrete variables in or from
standardized situations.

MATHEMATICAL DEVELOPMENT:

Compute discount, interest, per-
centage, surface areas, values,
weights, and measures, using
four basic arithmetic oper-
ations.

LANGUAGE DEVELOPMENT

Selective reading of text bool
and other material to extract
essential theme or idea. Con
pose themes, reports and essa !
following ruls of grammar,
spelling, neatness and format

Whole Numbers:

Fractions:

MATHEMATICS CURRICULUM

Mastery of the four basic arithmetic operations. Emphasis on
speed and accuracy in computation. Extension to 4- and 5-digit
multipliers and divisors.

Mastery of the four basic arithmetic operations in common,
decimal and improper fractions and mixed numbers. Apply
knowledge to solve "story problems." Develop speed and accura-
cy in changing fractions into percent and percent into fractions.
Memorize most common equivalents, such as halves, quarters,
eighths, fifths, thirds, sixths, and twelfths, and mentally convert
time to decimal fractions and percents.

Percentage Formulas: Memorize and apply formulas to solve "story problems," as:

P = RB R=P B=P

Measurements: Perform the four basic arithmetic functions to solve problems
involving different units of same type of measurement, as:

Time: 4 wks. 6 days 32 hrs.
+2 wks. 3 days 25 hrs.

Graphs: Learn to construct and interpret line, bar, and picture graph.
Convert degrees to percent to draw circle graphs.

Percentage: Apply knowledge of percentage to compute interest, discount,
etc.

Geometry: Recognize and understand meanings of terms such as horizontal,
vertical, perpendicular, oblique and obtuse. Learn number of
degrees in a circle, relationship between angles and degrees,
types of triangles: equilateral, isosceles, right and obtuse.
Types of parallelograms: oblong, square, rhomboid, and rhombus.
Learn formulas for finding area of geometric figures.
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Algebra: Learn use of symbols for numbers, terms such as exponent and
power. Learn to find square roots.

Ratio & Proportion: Learn to use ratio and proportion to solve problems.

Punctuation:

Reference Works:

LANGUAGE CURRICULUM

Comma, colon, semi-colon, dash, parentheses, quotation marks,
hyphen, abbreviations.

Utilize dictionary to learn alphabetical order, guide words,
diacritical marks, synonyms and antonyms. Use encyclopedia,
atlases, magazines, and source books to prepare class assign-
ments.

Handwriting: Develop individualized style of writing.

Grammar:

Reading:

Composition:

Speaking:

Learn concepts of person, gender, number, case, tense, mood,
and voice. Learn kinds of verbs, nouns, pronouns, adjectives,
adverbs, conjunctions, prepositions. Learn to diagram sentences.
Learn normal inverted word order, contractions, agreement of
subjects and verbs, pronouns, and antecedents.

Read to find main thought or idea of a paragraph. Locate topic
and summary sentence, and identify details and relate them to
central thought.

Prepare themes, reports, and essays, with greater emphasis
placed on punctuation, spelling, grammar, format, style, neat-
ness, arrangement, and comprehensive coverage of subject
matter.

Practice speaking before an audience to acquire poise, self-
control, and confidence. Participate as group leader or group
member in planned informal discussion. Participate in class
elections and persuade others to vote for him or his candidate.
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(Grades 9-12)

GED LEVEL 4
REASONING DEVELOPMENT:

Apply principles of rational
systems to solve practical prob-
lems and deal with a variety of
concrete variables in situations
where only limited standardiza-
tion exists, interpret a variety
of instructions furnished in
written, oral, diagrammatic or
scheduled form.

MATHEMATICAL DEVELOPMENT: LANGUAGE DEVELOPMENT:

Perform arithmetic, algebraic and
geometric operations as applied to
standard situations; perform shop
mathematics operations in practi-
cal application to the manual arts.

Speak on a variety of subjects,
or compose business letters,
reports, summaries or exposi-
tions conforming to rules of
grammar, continuity, diction,
coordination, length of harmony
and sequences of sentences and
paragraphs.

Algebra:

Geometry:

Shop Math:

Punctuation:

Reference Works:

MATHEMATICS CURRICULUM

Formal study of number systems; sets, and set operation. Opera-
tions on polynomials and rational expressions; solution of equa-
tions and inequalities; use of deduction and proof. Study of the
systems of real numbers; linear, quadratic, rational, exponential,
logarithmic, angle, and circular functions; inverse functions;
related algebraic functions, limits and continuity, probability,
and statistical inference.

Study of deductive axiomatic geometry, plane, and solid, using
the properties of real numbers; the introduction and use of
rectangular coordinates. Extension of trigonometry and solid
geometry.

Technical/Vocational School

Review and extension of principles of common and decimal
fractions, percentage, ratio, and proportion. Practical computa-
tion, logarithms, slide rule. Practical algebra. Metric geometry.
Essentials of trigonometry. Formulas for computing ratios of
pulleys and gears. Practical physics: formulas for work and
power, etc.

LANGUAGE CURRICULUM

Review and mastery of all rules of punctuation and capitaliza-
tion.

Dictionary, encyclopedia, atlas, thesaurus, manuals, periodicals,
newspapers, journals, books, and play reviews.
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Grammar: Mastery and facility in the use of the rules and concepts of
person, gender, number, case, tense and mood.

Parts of Speech: Verbs: Strong and weak, transitive and intransitive, auxiliary,
regular. Conjugation.

Nouns: Common and proper, collective, concrete and abstract
inflections; gender.

Pronouns: Personal, demonstrative, relative, numerical,
reciprocal.

Adjectives: Common, proper, descriptive, limiting, articles;
position in sentence; comparative degrees.

Adverbs: Simple, conjunctive; forms; comparison.

Conjunctions: Coordinating, subordinating.

Interjections.

Prepositions.

Reading: Variety of textbooks; fiction and non-fiction; newspapers;
magazines.

Composition: Preparation of outlines; preparation of themes, emphasizing
length, harmony, sequence, and variety of sentences and para-
graph structure. Selection of wordage according to subject
matter and audience. Coordination, subordination and parallel-
ism of thoughts.

Speaking: Participation in panel discussions and dramatizations. Practice
of social introductions and other amenities. Presentation of
impromptu speeches to develop skill in extemporaneous speaking.
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(College 1-2)

GED LEVEL 5
REASONING DEVELOPMENT:

Apply principles of logical or
scientific thinking to define
problems, collect data, esta-
blish facts and draw valid
conclusions. Interpret an
extensive variety of technical
instructions, in books, manuals,
or mathematical or diagram-
matic form. Deal with several
abstract or concrete variables.

MATHEMATICAL DEVELOPMENT:

Apply knowledge of established
statistical and mathematical
techniques in the analysis and
evaluation of data.

LANGUAGE DEVELOPMENT

Read or write speeches, book
and play reviews, scientific al
technical materials, abstracts
financial reports and legal
documents. Be conversant in
the theory, principles and
methods of effective and per-
suasive speaking including
voice, diction and phonetics,
in discussion and debate.

College Algebra:

General Math:

Calculus:

Introduction to
Mathematical Logic:

Introduction to Matrix
Theory:

Statistics:

MATHEMATICS CURRICULUM

Exponents and logarithms; linear equations, quadratic equation,
mathematical induction, and binomial theorem.

General introduction to the concepts of algebra, plane geometry,
trigonometry, and calculus.

Elementary concepts of analytic geometry; differentiation and
integration of algebraic functions and transcendental functions
with application. Vector concepts; improper integrals, polar
coordination and infinite series. Integration and partial differen-
tiations; solid geometry; differential equation.

Development of propositional and predicate calculi, basic seman-
tic concepts and elementary intuitive set theory.

Elementary theory of finite vector spaces, determinates, equiva-
lence, matrices with polynomial elements, similarity of
matrices.

Graphic presentE Mons illustrating average, dispersions, quartiles
and percentiles, frequency distribution, reliability, and validityof tests. Applied to psychology and education, analysis of
variance, correlation techniques, chi-square, and sampling tech-
niques. Applied to business and economics, introduction to the
principles and use of linear programming, game theory and
queuing theory.

Mathematics of Interest and discount, annuities, valuation of stocks and bonds;
Finance: sinking funds, amortization, valuation of depletable assets.
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Factor Analysis:

Quality Control
Techniques:

Introduction to
Mathematical
Probability:

Reading:

Composition:

Logic:

Rhetoric:

Creative writing:

Narrative Writing:

Playwriting:

Speaking:

Matrix theory as applied to factor analysis; introduction to
concepts of factor analysis and their utility in phases of
research.

Application of probability and distribution theory to industrial
control problems; use of quality charts; acceptance sampling
plans.

Probability distributions, Bayes' theorem and postulate,
Bernoulli's theorem and its experimental verification; mathema-
tical expectation; laws of large numbers.

LANGUAGE CURRICULUM

Literature, book, and play reviews, scientific and technical
journals, abstract, financial reports, legal, historical and medical
documents, periodicals.

Analysis and praetice of expository techniques with emphasis on
organization of material and development of unity.

Study of the principles of inductive and deductive reasoning such
as testing evidence, validity of generalizations, and cause and
effect relationships to detect fallacies in arguments and to avoid
these errors in own writing.

Study of the collection, arrangenk t, and expression of subject
matter to persuade or instill an acceptance of ideas in the mind
of the reader.

Develop a free and independent skill in writing, based on own
knowledge and experience.

Develop a sequential and descriptive style of writing.

Study and application of theory of dramatic writing.

Effective Speaking: Study in the selection, organization of
material and delivery of speech. Development of voice control,
poise, and confidence.

Persuasive Speaking: Emphasis on composition of speech and
principles of persuasion.

Phonetics: Study and classification of sounds of speech.

Discussion and Debate: Study of types and principles of public
and group discussions. Methods in leading discussion; practice in
argumentation and debate.

Voice and Diction: Study of standards of speech. Record speech
and study recording to develop voice quality and control volume,
pitch, and rate.
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GED LEVEL 6 (College 3-4)

REASONING DEVELOPMENT:

Apply principles of logical and
scientific thinking to a wide
range of intellectual and prac-
tical problems. Deal with non-
verbal symbolism (formulas,
scientific equations, graphs,
musical notes, etc.) in its most
difficult phases. Deal with a
variety of abstract and concrete
variables. Comprehend the most
abstruse classes of concepts.

MATHEMATICAL DEVELOPMENT: LANGUAGE DEVELOPMEN

Apply knowledge of established
and theoretical mathematical
and statistical concepts in the
field of research and develop-
ment.

Same as level V.

Advanced Calculus:

Generalized Functions
and Operational
Methods:

Modern Algebra:

Topics in Matrix
Theory:

Other:

Mathematical
Statistics:

MATHEMATICS CURRICULUM:

Limits, continuity, real number system, mean value theorems,
partial differentiation, implicit function theorems, transforma-
tions, mappings, vector fields, multiple integrals, line and
surface integrals, point set theory, theory of integration,
improper integrals.

Theory of generalized functions in one variable. Operational
calculus of generalized functions. Applications to partial differ-
ential and convolution equations of applied mathematics.

Fundamental concepts of theories of groups, rings, and fields,
theory of finite fields, extension fields, Galois groups, factoriza-
tion theory in Gaussian domains.

Theory of linear transformations (vector spaces over a division
ring), advanced classical theory, matrix representation of groups
and rings.

Theory of linear transformations and equations; theory of
numbers; infinite series; mathematical logic; theory of functions
of a complex variable; differential geometry; introduction to
algebraic geometry; calculus of variation; general topology;
numerical analysis.

Distribution theory, sampling theory, estimation, hypothesis
testing, confidence metheAs, regression analysis, experimental
design. Distribution functions; sequences of random variables
and their analysis; characteristic functions, linear statistical
estimation. Time series, multivariate theory, probability spaces,
random variables.
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Mathe matical
Probability and
Application:

Statistical Inference:

Combinatorial analysis, conditional probability and stochastic
independence, probability distribution, laws of large numbers,
recurrent events, random walks.

Estimation: Methods in point estimation-moments, last squares,
maximum likelihood, confidence and fiducial intervals, odds and
odds ratio, Bayesian inference, ignorance and diffuse prior
distributions.

LANGUAGE CURRICULUM

Same as level V.
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Display 103.

TASK LISTING FOR PLUMBING

PERFORMING GENERAL PLUMBING ACTIVITIES

1. Determine plumbing requirements using code book to meet local
standards.

2. Demonstrate blueprint reading using procedures to meet plumbing
standards.

3. Specify plumbing materials using plans and specifications to
complete job.

4. Compute bids using plans, specifications, and current costs to
submit for approval.

5. Secure permits using plans and specifications to receive approvals
for planned plumbing work.

6. Demonstrate plumbing tools using appropriate tools to show proper
use.

7. Calculate building sewer slope using necessary tools and equipment
to meet plumbing code requirements.
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Interrelationships Between Areas

Basic education competencies, on occasion, overlap with skills, knowledge, attitudes, and
behavior from the other two competency areas. Basic education and pre-
employment/work maturity capabilities link in applications, resumes, and employment
forms where spelling, punctuation, grammar and usage, capitalization, sentence structure,
etc., are involved. They intersect in most daily living/survival skills, e.g., making change,
reading a road map, going shopping, using public transportation, telling time, opening a
bank account. They connect in situations involving communications skills, such as
interviews, interpersonal relations, accepting supervision, and getting along with
coworkers. A young person with inadequate reading skills would have a frustrating time
of it getting through a typical labor market information or world of work awareness
session. Wherever possible, reading, writing, and math should be taught in a real world
context to both reinforce the learning and make it seem more relevant, e.g., reading the
fine print about "parties" on an apartment rental agreement, writing a letter of
application for that "dream" job, or figuring out one's own paycheck.

The practical interrelationship between basic education competencies and job specific
skills has been discussed in some detail: meeting entry requirements for an occupational
skills training program or achieving reading, writing, and math requirements for the job to
which the participant has applied. This connection has empitasized employer expecta-
tions, as it should in an employment and training program. Teaching basic education skills
related to vocational requisites has intrinsic benefits for young people, often more than in
traditional school settings. For some youth, results have to be tangible. These
participants seem to gain more by learning basic education competencies in relation to job
requirements in employment and training programs whose overall purpose is to facilitate
successful work force entry. It should never be forgotten, however, that basic education
competency approaches can also be directed at meeting admissions qualifications for
military service, apprenticeship, higher education, further training, or return to school.
Most if not all of the principles and practices discussed in this section could be
modified to such ends.
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B. Measurement As young people enter programs, it is important to make the best use
of available assessment time. In cases where there is a convergence of basic education
and pre-employment skills through an emphasis on reading in job search workshops, for
example, it makes sense to use a short test to ascertain how well participants read. A
test like the Wide Range Achievement Test (WRAP) will provide instructors with an
assessment of each student's approximate reading level so that instructional materials and
individualized assistance can be geared accordingly. The WRAT takes between fifteen
and thirty minutes to complete. It is published by the Psychological Corporation.

No project wants to spend money or time redoing what already exists. Under the Kansas
Model, school records and personnel are checked with to determine basic skill levels of
young people at enrollment and prior to assessment. Youch must sign request for release
of information forms before any existing data can be used by the program. Such
information can aid in the development of EDPs and the assignment of participants to
sites involved with activities which teach basic education skills, as well as those which
have basic skills requirements, e.g., a job training course with admissions criteria
including particular reading and math levels.

As seen in the previous section, basic education and job specific skills tend to dovetail
quite a bit. APTICOM, developed by the Vocational Research Institute of Philadelphia,
Pennsylvania, is a desktop microcomputer designed specifically f issessing an individ-
ual's aptitudes, job interests, and skill levels in work-related lanuuL. ,e and mathematics.
APTICOM, which is backed by five years of research and testing, provides an accurate and
convenient technique for developing a personal employment potential profile for program
participants.

The APTICOM Report provides vocational recommendations at the work group and
individual job title level through a unique interaction of work-related aptitude, interest,
and basic skills scores. The aptitude test battery portion of the APTICOM Report lists all
Occupational Aptitude Patterns and corresponding Work Groups for which the test taker
has qualified. The occupational interest inventory segment of the APTICOM Report
reveals the degree of interest indicated in each of the twelve Department of Labor
occupational interest areas. The educational skills development part of the APTICOM
Report ties an individual's work-related language (including spelling, vocabulary, and
grammar) and mathematics (from computation to trigonometry) proficiencies to job skill
level as cited in Selected Characteristics of Occupations as Defined in the Dictionary of
Occupational Titles (U.S. Department of Labor, 1981). The final section of the APTICOM

501



Report lists those areas of employment in which individuals have shown the required
aptitudes, high interest, and educational skill development.

APTICOM appears to offer a testing menu. The aptitude test battery, interest inventory,
and work-related language and math skills battery combine to assess abilities and
interests in a full spectrum of job-related areas. If tests are required for a specific job
area, the test battery can be tailored to federally-established standards necessary for
success in that area. The APTICOM Report contains the built in flexibility to respond to
a variety of personalized requirements for each person.

The aptitude and skill batteries and interest inventory can be administered in less than
ninety minutes by a paraprofessional. APTICOM is totally self-scoring and self-timing;
there is no need for hand scoring and no room for error. The unit is also completely
portable.

The APTICOM system can be interesting, motivating, and non-threatening to the test
taker. It is convenient for the administrator and user in that the following items are
provided:

o automatic scoring and interpretation
o direct interface between the manipulative/performance tests and the computer
o customized reports for the individual, the counselor, or the employer
o individual or group administration options.

APTICOM has been validated against the Department of Labor's own General Aptitude
Test Battery, end the United States Employment Service Interest Inventory. The

Educational Skills Development Battery has been validated using the Dictionary of
Occupational Titles' General Educational Development Scales as criteria. Through several
years of international research and field testing, APTICOM's results have been shown to
be consistently reliable and have continually met Equal Employment Opportunity
Commission guidelines.

The types of instruments used in the measurement of basic education competencies tend
to be determined by whether a grade level or functional/applied format is used to express
proficiencies. The grade level approach uses mostly formal standardized tests. In the
City of Los Angeles, the Stanford Test of Academic Skills Basic Battery (Level 2) is
administered on a pre and post test basis at program entrance and exit to all participants
for reading vocabulary, reading comprehension, and mathematics. Subcontractors may
elect to use other components of the Basic Battery such as spelling or English for their
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own purposes. The Stanford Test has different booklets for the pre (Form E) and post
(Form F) versions, but the answer sheets are the same. Level 2 of the Stanford Test has
the recommended grade ranges of 9.0 to 12.9.

The Stanford Test is standardized, with a highly structured administration format. About
five minutes is required for distributing booklets and reading directions to each of the
subtests. The Reading Vocabulary, Reading Comprehension, and Mathematics subtests
take twenty, thirty, and forty minutes to complete, respectively. All test results are sent
for machine-scoring to the Stanford Scoring Center in Iowa City, Iowa. Norm referenced
scores are derived from raw scores and include percentile ranks and grade equivalents.
Norm referenced scores compare a participant's performance across subtests or to the
performance of the national standardization sample. The Stanford Test is available from
Harcourt-Brace-Jovanovich.

Many localities, such as the West Virginia Private Industry Council, use the Test of Adult
Basic Education (TABE). The TABE provides information about an individual's level of
achievement in the basic skills of reading, mathematics, and language. There are three
forms of the TABE easy, medium, and difficult. A locator test determines which level
is appropriate for a participant. Test administration time ranges from 90 minutes for
easy to 150 minutes for difficult. The TABE is available from CTB/McGraw-Hill.

Other service delivery areas use the California Achievement Tests (CAT) or the Adult
Basic Learning Examination (ABLE). CAT measures educational attainment and diagnoses
learning difficulties in basic skills. It provides scores in reading (vocabulary and
comprehension), arithmetic (reasoning and fundamentals), and language (mechanics and
spelling). ABLE is a four-part test battery designed to measure educational achievement.
It has three levels. At each level there are tests of vocabulary, reading, spelling, and
arithmetic (problem solving and computation). The ABLE Reading Test contains a great
variety of content, with heavy emphasis on daily life, and is designed to yield a general
estimate of literacy. A separate test, called Select ABLE, may be used to determine
which level of ABLE is appropriate for a given enrollee. Administration of ABLE is not
timed, but the Reading Test would probably require about 30 minutes to complete for
most participants. CAT is published by CTB/McGraw-Hill. ABLE is available from the
Psychological Corporation.
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Some SDAs questioned indicated that they were exploring the possibility of using either
some Job Corps testing procedures for reading or math, or the University of Wisconsin
Mastery Test Series for basic education competencies.

It is better to avoid "home grown" tests for the grade level approach to basic education
competencies. All too often such tests, developed in-house and intended to reflect
"eighth grade reading and math," produce mysterious results. Nobody passes! Wny?

After consultation at the local community college with some folks who know, it is
discovered that the "simple eighth grade test" should have been given to college
sophomores and juniors, at least. Educational testing corresponding to grade levels is one
field best left to the informed, the skilled, and yes even the credentialled!

Measurement of functional/applied basic education competencies especially on an
occupation specific basis is almost by definition home grown. However, the competen-
cy statements must still be substantively and techni<sally solid. Procedures must account
for some form of employer/instructor verification. Measurement must be valid, reliable,
and unbiased. The structure of a contextually and sequentially sound functional/applied
approach must link it to the elements of an overall sufficiently developed youth
employment competency system. The competencies to be measured must in fact be able
to be taught, and learning must be able to be documented.

This is why the San Mateo County project is so practical and feasible. It meets systemic
requisites. It is flexible enough to cover a great many occupations through existing
instructional objectives and test items. It doesn't have to start from "scratch" with every
job. It has the mechanisms in place and the staff expertise to meet totally new situations
as they arise. SDAs should strongly consider adopting or adapting the principles and
practices of this approach to functional/applied basic education youth employment
competencies.

Display 104 contains the measurement procedures related to the computer literacy bic
education skills shown in the first section of this chapter. They were developed by the
Humboldt County (California) SDA. (Display 104.)
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Display 104.

PRE-TEST FOR COMPUTER LITERACY

Fill in the blanks with the correct computer vocabulary.

1. Another name for programs is

2. The three sizes of computers are:

1 1

3. The physical parts of a computer system are called the

4. A series of instructions, written in a language that the computer
can interpret, is called a

5. The computer only understands O's and Ils and each one of these
is called a

6. The computer stores data in its internal

7. Floppy and hard are
examples of external memory devices.

8. A series of bits that represents a character is called a

9. Unorganized facts that are inputted into a ccmputer are called

10. A is another name for a data processing
machine.

11. The internal memory of the computer consists of two types of
memory. These are called the and the

12. The processing cycle is:

13. Explain 2 ways that a stand-alone computer differs from a net-
work system:

2.
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14.

15.

16.

17.

18.

19.

Name

1.

2.

Name

1.

2.

Give

1.

2.

Give

1.

2.

Name

1.

2.

Liat

2 input devices used with a computer.

2 output devices used with a computer.

2 examples of computer hardware.

2 examples of computer software.

2 of the 3 categories of computer software.

4 different fobs that requite use of a computer.

3.

4.

20. State 2 reasons why understanding computers is important to find
a job today.

2.
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POST-TEST OF COMPUTER TERMS AND LITERACY

Fill in the blanks of questions 1 - 11 with the correct computer
vocabulary word from the list below.

BIT HARDWARE PROGRAM
MEMORY DISC

. RAM
ROM COMPUTER SOFTWARE
MAINFRAME MICROCOMPUTER BYTE
DATA. MINICOMPUTER

1. Another name for progcams Is

2. The three sizes of computers are:

3. The physical parts of a computer system (the parts you can touch)
are called the

4. A series of instructions, telling the computer how to process
data, is called a

5. The computer only understands O's and l's (electrical current
off or on) and each one of these is called a

6. The computer stores data in its internal

7. Floppy and hard
examples of external memory devices.

8. A series of bits that represent a character is called a

are

9. Unorganized facts that are inputted into a computer are called

10. A is another name for a data processing
machine.

11. The interal memory of the computer consists of two types of
memory. These are called the and the

12. The processing cycle is:
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13. Give 2 examples of computer hardware.

1.

2.

14. Give 2 examples of application computer software.

Example: Payroll Program

1.

2.

15. Name 2 of the 3 major categories of computer software.

1.

2.



DATE

Identify the components of a computer system. (HARDWARE NAMES)

Label each numbered part. There are several acceptable answers.

3.

4.

8.
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C. Related Activities and Components Basic education competencies have long been
considered important tools for obtaining and retaining employment. These basic skills
have been taught in three ways. The first is the traditional means, with basic skills
instruction being conducted in a classroom setting separate from training in pre-
employment/work maturity and job specific skills. The second is the integrated method,
with basic skills instruction being infused into "daily living" sessions, worksite activities,
or vocational skills classrooms wherever appropriate to the needs of the participants. The
third is a combination of the traditional and the integrated methods. Simply learning
math, reading, and communications skills is not enough. These same basic skills should be
used to find solutions to work-related problems, to promote productivity, and, consequent-
ly, to increase profit through a reduction in the cost of making products or providing
services. Such capabilities make young people valued employees.

While practical application of basic education competencies on a large scale may have to
await further linkage building and resource allocation efforts, the foundational learning
can occur now. Teaching means exist to help all who would be students.

There are countless courses and commercial packages to teach basic education skills.
"Every" town has an adult basic education center, an alternative school, a G.E.D. class, a
"drop-in/brush-up" workshop. Experienced, skillful, knowledgeable educators have devel-
oped highly effective curricula in the basic skills area. This is evidenced by Project Basic,
Maryland's competency program. The Maryland State Department of Education and local
school systems have developed a total instructional program consisting of competency-
inclusive curricula, appropriate instruction, and related measurement. Commencing in
1972 the Maryland State Department of Education surveyed state educators, students, and
citizens to identify educational needs and goals. The Department prepared an approved
list of goals in reading, writing, and math, 18 competencies, and 143 objectives which
support these competencies.

Far and away the most exciting, innovative, complete, accountable, and exacting new
development in the field of basic education youth employment competencies is the
Comprehensive Competencies Program (CCP), designed by the Re mediation and Training
Institute of Washington, D.C. CCP i s a system for delivering competency-based
instruction that can be used by employment and training organizations, local education
agencies, and private sector firms. It is designed primarily to help economically and
educationally disadvantaged persons who have fallen behind in traditional classroom
settings by upgrading their basic and functional competencies. ("Functional" is used in

510

553



reference to CCP with a different intent and meaning than that attached to the term in
"functional/applied.") Encompassing the best of available instructional materials, CCP
provides for individualized, self-paced instruction, delivered on an open-entry/open-exit
basis. It covers academic objectives from the beginning level to those needed for post
secondary education and training, as well as functional objectives vital for successful
performance in the world of work, the market place, and the home.

The Comprehensive Competencies Program is eclectic in that it utilizes written,
audiovisual, and computer-assisted lessons, curriculum materials, and tests from Job
Corps, APL, the G.E.D., and other public and private sources. Its content and procedures
have been tested r..nd proven effective with disadvantaged learners.

CCP has two major components. The first, academic, covers reading and writing skills,
including comprehension, grammar, vocabulary, and usage. It covers mathematics skills,
including addition, subtraction, multiplication, division, fractions, decimals, metrics, and
personal math, plus some basic algebra, geometry, trigonometry, and calculus. Also
included are more advanced high school level offerings in science, social studies, and
literature. These academic competencies parallel the basic skills covered by most
primary and secondary school curricula. They span third grade through college prepara-
tory reading levels.

The second component, functional, covers applied problem solving, communication, and
computational skills considered necessary to function successfully in adult life: occupa-
tion-related competencies such as reading want ads and completing job applications,
consumer-related competencies such as comparative shopping and budgeting, citizenship-
related competencies such as voting and understanding contracts, com munity-resources-
related competencies such as accessing public transportation, and health-related compe-
tencies such as first aid, understanding of nutrition, and awareness of health dangers like
alcohol and drug abuse.

Within these two broad competency domains, the specific competency objectives and the
instructional materials to achieve them are structured hierarchically, based on judgments
about the most reasonable learning sequences. There are three learning tiers in both the
academic and functional components: basic, intermediate, and advanced. Each tier is
divided according to subject strand and level. The subject strand which includes the pre-
employment/work maturity area is the "world of work" strand. Levels are divided into
units which teach specific competencies. For example, within the career choice level,
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there are three units which teach three specific skills. Each unit is further broken down
into "byte-size" lessons. There is a greater relative emphasis on employment preparation
in the basic and intermediate tiers, because job readiness and access are probably the
most critical and immediate needs of individuals with limited academic skills who would
be placed in those tiers.

The Comprehensive Competencies Program offers a structured curriculum, including
lesson plans, performance measurement and computer-scored instruments, teaching aids,
staff development training, administrative software, and user directions. Curricular
items are referenced and can be ordered from a variety of public and private sources.
Supplemental activities may be added for classroom or small group work. To accommo-
date differences in learning styles, it takes a mixed media approach using print,
audiovisual, and computer-based instructional materials.

The system is set up so that this range of instruction ean be delivered in totality or in
parts, as either a core or supplementary program component CCP integrates the "cream"
of existing teaching formats and learning packages, which have generally achieved better
than average results in enhancing proficiencies in academic and functional competencies.
It organizes them with numerous options for delivery agents and practitioners, so that
local expertise can add to an already solid foundation based on successful models. CCP is
designed as a building block which can be used in a wide range of Public and private
settings.

The Comprehensive Competencies Program provides a management framework where the
clear specification of inputs and achievements will enable administrators to monitor the
effectiveness of instructional activities. CCP's organizational structure of diagnostic
tests, decision rules, suggested lesson assignments, mastery tests, and record keeping
forms is in the public domain. The diagnostic test/suggested lesson apsignment/mastery
test arrangement permits the "tailored branching approach," which is most helpful in
working with a model this extensive. For example, the enrollee sits at a computer
terminal and responds to questions on the screen. Based on these responses, either easier
or harder test items will be presented. In short order, the participant will be placed,
through computer managed instruction, in the right part of the following matrix:
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Component 2.
Tier 2.1

Strand 2.1.1
Level 2.1.1.1
Unit 2.1.1.1.1

Lesson 2.1.1.1.1.1.

He/she progresses by attaining the appropriate scores on mastery tests, subsequent
entrance tests for new lessons of greater difficulty, and further mastery tests until the
desired individual outcome is attained, wherever along the hierarchy it may lie.

More than one hundred sites across the country now use parts of CCP. No program could
use it all; it is simply too expansive. Computer-assisted instru,!tion is not a mandatory
element of the Comprehensive Competencies Program. However, at a minimum, the
Remediation and Training Institute strongly recommends the use of a microcomputer for
scoring tests and for other administrative chores, thus freeing the instructor for more
effective teaching. The learning of academic skills before or at the same time as
functional skills is built into this system. Therefore, a commitment to basic skills
instruction as well as pre-employment/work maturity and other functional skills is
necessary.

According to the State of Texas technical assistance guide on youth employment
competencies, CCP is "the most ambitious and sophisticated effort to design a system to
specifically meet the needs of employment and training programs."

There is an annual user's fee for each site for updating, expanding, and improving the
system. In addition, every site signs a user's agreement which helps assure the
maintenance of quality control.

Display 105 presents a representative schematic of the Comprehensive Competencies
Program. (See Display 105.)
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D. Records and Acknowledgement of Achievement This chapter has dealt with a
number of strategies for approaching basic education competencies. Figures 25, 26, 27,
and 28 present master basic education needs identification and competency acquisition
records for the standardized, individualized, incremental, and combination approaches.
(See Figures 25, 26, 27, and 28.)

Requirements for documentation should not be taken lightly. For example, the State of
Texas policy declares that:

"Basic education skills competency terminations for in-school youth are
allowable, but the SDA must be able to produce some evidence that
basic skills progress occurred as a result of JTPA enrollment rather
than as a result of having been in school for a given period of time." (p.
11)

Display 106 presents a record-keeping format for basic educational skills from the Kansas
State Department of Vocational Education. Display 107 contains a record and
certification acknowledging the attainment of academic/basic skills. This all-in-one
method is used by the Central Ohio Rural Consortium. Display 108 shows the Humboldt
County (California) SDA technique for monitoring and documenting computer literacy
competency achievement. Display 109 provides the basic educational skills attainment
record and the related certificate acknowledging competency achievement which are used
in the Montana Youth Employment Competency System. (See Figures 25 through 28 and
Displays 106 through 109.)
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Figure 25-part a.

Master Basic Education Needs Identification Record -

Standardized Approach

1. Competency 2. Grade Level 3. Pre Program 4, Determined 5. Point of 6. Means of 7. Intervention '8. Site

loquired Grade Level as Requiring Determination Determnation Strategy (ies) ?alignment

Assistance
* **

Prescribed

(Yes/No -Date)
***

a. Reading

b. Lanpage

c. Math

"8"

t Total Requiring Assistance _

Total Not Requiring Assistance

9. Total Competencies to be Addressedt

(minimum of one (1) required for "potential" positive termination)

10. Potential (Attained Youth Employment Competendes) Positive Outcome: Yes No

* Screening/Selection, Intake, Assessment, EDP

** Pre Measurement Instrumentation (by name)

*** Particular Program Activities (by name)

Relevant data/instrumentation from the points and means of determination in */** aboveare included in file
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Figure 25-part b.

Master Basic Educalisejgdy Acuasition Record -

StandaMized Approach

1. Competency 2. Grade Level 3. Pre Program 4. Identified as

Required Grade Level Needing

Assistance

(Yes/No - Date)

5. Intervention 6. Post 7. Means of 8. Evaluated as

Strategy (ies) Program Grade Determination Achieving

Prescribed in Level Competency**

EDP (Yes/No - Date)

a. Reading

b. Language

c. Math

ns"

"8"

"81

t Total Requiring Assistance

tt Total Not Requiring Assistance .1.0.=11 1,111

9. Total Competencies to be Addressedt

(minimum of one (1) required for "potential" poitive termination)

10. A) Total Competencies Achieved B) Total Competencies Not Requiring Assistance ft C) Total of A and B

11. H.Iscentage

(minimum of 100% necessary for positive termination as determined by dividing the total in item 10-C by the number 3)

12, "Attained Youth Employment Competencies" Positive Termination Accomplkhd Yes No Date

* Post Mepment Instrument (by name)

** Relevant needs identification, EDP, and evaluation data/instrumentation are included in file
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Figure 26-part a.

Master Basic Education Needs ptntification Record -

Individualized Approw,th

1. Competency 2 a. 2b. Occupa.

"Program" tion & Related

Grade Level Grade Level

Required ar. Required*

Use N/A as appropriate for 2aI2b

a. 'Reading

b. Language

c. Math

3. Pre 4. Determined 5. Point of

Program as Requiring Drtermina.

Grade Level Assistance ti on

(Yes/No Date) **

6. Means oi 7. Intervention 8. Site

Deterrnina. Strategy (ies) Assignment

tion Prescribed
*** ****

t Total Requiring Assistance

Total Not Requiring Assistance/NA

9. Total Competencies to be Addressedt
VIEW.

(minimum of one (1) required for "potential' positive termination)

10. Potential (Attained Youth Employment Competencies) Positive Outcome: No

* List sou rce(s) used, as well as occupation and grade level needed

** Screening/Selection, Intake, Assessment, EDP

*** Pre Measurement Instrumentation (by name)

**** Particular Program Activities (by name)

Relevant data/instrumentation from the points and means of determination in **/*** above are included in file
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Figure 26-part b.

!aster BaAE&aonhowx1 -
Individualized Approach

1. Competency la. lb. Occupa 3. Pre

"Program' tion & Related Program

Grade Level Grade Level Grade Level
Required Required

4. Identified as

Needing

Assistance

(Yes/No -Date)

5. Intervention 6, Post 7. Means frif

Strategy (ies) Program Determina.

Prescribed in Grade Level tion

EDP

8, Evaluated as

Achieving

Competency**

(Yes/No- Date)

Use N/A as appropriate for lab,

a. Read ing

b. Language

c. Math

t Total Requiring Assistance

tf Total Not Requiring Assistance/NA

9, Total Competencies to be Addressedt

(minimum of one (1) required for "potentiar positive termination

p1) Total Competencies Achieved B) Total Competencies Not Requiring Assistance/NA ft C) Total of A and B

Percentage

(minimum of 100% necessary for positive termination as determined by dividing the total in item 10.0 by the number 3)

12. "Attained Youth Employment CompeOncies" Positive Termination ALcomplished: Yes No Date

* Post Measurement Instrument (by name)

** Relevant needs identification, EDP, and evaluation data/instrumentation are included in file
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Figure 27-part a.

Master Basic Education Needs Identification Record -

Incremental Approach

1. Competency 2. Pre Program 3. Grade Level 4. Point of 5. Means of 6, Intervention 7. Site
Grade Level Required Determination Determination Strategy (ies) Assignment

** ***
Prescribed

****

568

a. Reading

b, Language

c. Math

* Add "2" to every item in column 2, as long as the baseline point is at least fourth grade level

** Screening/Selection, Intake, Assessment, EDP

*** Pre Measurement Instrumentation (by name)

Particular Program Activities (by name)

Relevant data/instrumentation from the points and means of determination in **/*** above are included in file
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Figure 27-part b.

1.

Mute._ Educatloil A Mon Ruud -

11.2menta.jAppi_vach

Compteni 2. Grade Level 3, Pre Program 4. Intervention 5, Post 6. Means of 7. Evaluated as

Required Grade Level Strategy (ies) Program Grade Determination Achieving

Prescribed in Level Competency**

EDP (Yes:No - Date)

a, Reading

b. Language

c. Math

IMP...WM

8. Total Competendes Achieved

m...1....m0.1

11Wmm.... ..1.1=1.11.1 ir....M.4.

9. Percentage

(minimum of 100% necessary for positive termination as detci mined by dividing the total in item 8 by the number 3)

10, "Attained Youth Employment Competencies' Positive Termination Accomplished: Yes No Date

* Post Measurement Instrument (by name)

** Relevant needs identification, EDP, and evaluation data/instrumentation are included in file
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Figure 28-part a.

'Master Basic Education Needs Identification Record -

thnApp road

1. Competency 2, Pre Program 3. Grade Level 4. Determined 5. Point of 6, Means of 7. Intervention 8. Site
Grade Level Required as Requiring Determination Determination Strategy (les) Assignment

*
Assistance ** ***

Prescribed

(Yes/No - Date) ****

a. Reading

b. Language

c. Math

t Total Requiring Assistance

Total Not Requiring Assistance

9. Total Competendes to be Addressedt

(minimum of one (1) required for "potential" positive termination)

Ul

10, Potential (Attained Youth Employment Competencies) Positive Outcome: Yes No .=..

* List the number "8", if the item noted under column 2 is six or seven. Add "2" t.o every item in column 2 if it is below six or above

eight. However, if the item in column 2 is eleven, just add "1", A pre progrv grade level of "12" means no assistance is required.

** Screening/Selection, Intake, Assessment, EDP

*** Pre Measurement Instrumentation (by name)

**** Particular Program Activities (by name)

Relevant data/instrumentation from the points and means of determination in **I*** above are included in file
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Figure 28-part b.

Mester Basic Education Competency Acquisition Record -

Combination Approach

1. Competency 2. Grade Level 3. Pre Program 4. Identified as 5. Intervention 6. Post 7. Means of 8. Evaluated as
Required Grade Level Needed Strategy (ies) Program Grade Determination Achieving

Assistance Prescribed in Level Competency**
(Yes/No - Date) EDP (Yes/No- Date)

a. Reading

b. Language

c. Math

t Total Requiring Assistance

tt Total Not Requiring Assistance

9. Total Competencies to be Addressedt

(minimum of one (1) required for "potential" positive termination)

10. A) Total Competencies Achieved B) Total Competencies Not Requiring Assistance tt C) Total of A and B

11. Percentage

(minimum of 100% necessary for positive termination as determined by dividing the total in item 10-C by the number 3)

12. "Attained Youth Employment Competencies" Positive Termination Accomplished: Yes

* Post Measurement Instrument (by name)
** Relevant needs identification, EDP, and evaluation data/instrumentation are included in file

No Date
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Name Job Specific Area'

D.O.T. tode(s).

Basic Educational Skills
Directions: &Atte Ihis person by checking the aopropriale number Or letter to Indicate the degree ol
competency. The rating for each task should reflect employability readiness.

Rating Scale: 3 Above Average
2 Acceptable
1 Needs Improvement
N No i:aposure/Not Ob ervadri tuna insiruclons1maienals latreatory

3 2

3 2

Communication: SpeekIng

I. Speaks distinctly

2. Speaks with appropriate voice level

3. Speaks Iluenlly

4...Lfses correct grarninar

5. Uses words In appropriete context

6. Uses timing (knows when to speak and
when to listen)

7. Responds aPProPriately; contributes to the
topic al bend

8. Expresses ideas in a logical sequence

9. Speaks before an audience

Expressosrexplains own point ol view

Communication: Writing

I. Writes legibly

2. Uses correct grarOrnar

3. Uses correct spelling

4. Uses words in appropriate context

5. Uses correct written iorm (capitalization,
sentence structure, paragraphs ..)

6 Uses correct punctuation

7. Uses appropriate formal getters. forms
reports .)

O. Presents ideas in a logical manner

9. Appropriately expresses own point of view

576

3 2

Understanding Orel Communication:
Listening

I. Deronstrates auditory discrimination

2. Demonstrates allentweness

3. Listens for content

4. Listens to remember

5. Listens tor speaker's feelings

6. Attends to speaker's "body !engage"

7. Accurately restates a previous
conversation

8. Distinguishes fact Iron, opinion

Initial Rating: (black Ink)

Update: (name) (dale)
(blue ink)

mamel(date)

(neme)(dste)

Understanding Written Communication:
Reading

I. Reads al an appropriate vocabulary level
for employment (word recognition, word
meaning...)

2. Reads al an aaPro011ale rale tor
employment

3. Accurately explains the content of written
materials

4. Accurately restates the sedum a ol
events or ideas in written materials

5. Accurately indicates inferences an:: details
within written materials

6. Uses a variety of sources of Information
(library. relerence books, dictionary...)

7. Distinguishes between fact and opinion In
written materials

8. Follows written directions

3 2
Applying Mathematical Skills

I. Reads, writes. and Counts
o Warm nos. 0 Decimals 0 Money
0 Fractions 0 %

2. Adds and siblrac01
0 Whole nos. 0 Decimals 0 Money
0 Frodlions 0 %

3. Multiplies and divides
0 Who's not 0 Decimals 0 Money
0 Factions 0 %

4. Makes acceptable estimates
0 Whoa(' nos. 0 Decimals 0 Money
0 Fractions 0 %

5. Measures accurately
0 Linear 0 Volume 0 Temnerature
0 Area 0 Weight 0 Other
0 Angular C Time

6. Accurately explains what is meant by
various signs, symbols, and equatiOns useo
In errploymenl

7. Adcurately explains lull Is being
expressed through forms, graphs. charts,
and tables

Correctly uses computational aids
0 Calculator 0 Computer 0 Olher

9. Coordinates reading and mathematical
skills in Order 10 SONO WOW Or00113103
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Display 107.

Participant Name

CORC Representative County

CENTRAL OHIO RURAL oxisoRnuti Youm CCMPETENCY CHEMIST

Academic/Basic Skills

Social Security No.

1 I Min 1 I I NNE IN NMI. mi 1==

Date Attained Competency Area

ReadingI. Demonstrates Basic Reading Skills

1.1 MeeL3 or exceeds the proficiency requirements on SRA reading test

1.2 Reais with understanding, words used on most applications

1.3 Is able to read want ads, job announcements, telephone hooks

1.4 Recognizes warning, safety and directional signals

Math 2. Demonstrates Basic Math Skills

2.1 Recognizes Arabic numbers to 10,000

Tells time

2.3 Adds, subtracts, multiplies 6 divides whole numbers

2.4 Computes basic measuremeots

2.5 Makes correct change

Language 3. Demonstrates Effective Oral 6 Witten Communications Skills

3.1 Speaks intelligibly

3.2 Wites legibly

Cements

=71211111 MIS

CERTIFICATICN I certify that the abcme named participant has met the established
criteria to be considered as having mastered the competencies listed
above.

(CORC Representative)
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Display 108.

STAFF UDN1TORIN3 SYSTEM

This Basic Education Skills-Computer Literacy Orientation program
will be monitored on a regular basis. The monitoring system will
encompass a review of no less tban 1ft of the participant records
of those youth participating in this program to verify that the re-
cords contain the following documentation:

1. That the participants are economically disadvantaged or have other
documented barrier to employment.

2. That participants were age 14 through 21 at time of enrollment.

3. A completed enrollment form (Status Action Form) showing enroll-
ment into this program.

4. Pre-test/assessment documentation substantiatihg that participants
did not have the employment competencies prior to JTPA enroll-
ment.

5. Post-test results substanttating the attainment of the com-
petencies.

The results of any and all monitoring of this competency program
wi!l be maintained'by ETD.

The staff providing the training and the administration of the final
tests for this competency program are:

Caroline Henner

Dorothy Brown
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PARTICIPANT:

TRA,NIN3 SITE:

INSTRUCTOR:

DATE START:

DATE END:

-BASIC EDUCATION SKILLS-

-COMPUTER LITERACY-

Document of Competency Attainment

ANIMMI

COMPETENCY DATE TESTED RATING

I. A.

IA-1

Computer Literacy

Knowledge of fundamental computer technology

1A-2 Understand the differencos between a stand
alone and a network system

1A-3 Knowledge of data processing cycle

IA-4 Knowledge of input and output devices

IA-S Knowledge of examples of hardware and soft-
ware components

I. B.

IB-1

Computer Operation

Demonstrate the ability to operate special
function key&

IB.2 Knowledge of basic care of a computer
system

IB-3 Demonstrate the ability to log on to hard
disk system and ready application for use

!'27
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IE.: Demonstrate tht ability to preduce a hard
cep, of selected work

.

13.5 possess a familiarity of prcoeoures followed
in writing a ccmouter program on EASIC
language

.

I. C.

ic.1

Softwere

Knowledge of basic software categories

---

IC-2 itnnwledge of simple editing commands on a
word processing program

I

IC-3 Demonstrate the ability to create a data
base

I

IC-4 Ability to perform math calculations using a
financial spreadsheet program

I. D.

ID-I

Comouter Usace In Society

Knowledge of ways computers are used in the
world today

1D-2 Knowledge of problemis involved with usage
of computers

ID-3 Knowledge of future direction cf computer
usage

1

I. E.

1E-1

eryloyment Ooportunities in the Comouter Field

Knowled0 of jobs in the cemputer field

1E-2 Understand the importance of computer
literacy as a salable icb skill

This document certifies that the above named participant has zeccessfuliy
Cumoteted the Computer Literacy Program sno has ootained the abby.
czmpetencies.

INSTAUCTCR DATE
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Participant

BASIC EDUCATIONAL SKILLS ATTAINMENT RECORO

Social Security #

Occupational Goal: Competency Attained

Appropriate Educational Level*

1. Demonstrates abilities in reading, writing

and mathematics at level appropriate for
occupational goal

Certified by

Date

Yes No

INITIAL ASSESSMENT PO:T ASSESSMENT

Subject Initial Score Testing Method
Staff

Date Sign:off Subject

Reading

Writing

Math

Final

Score Testing Method Date

Staff

Sign-off

Reading

Writing

Mathematics

* Source of information used to

determine educational levels

appropriate to occupational
goal

J5TD 35 (New 10/84)
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This is to certify that

has met the goals for and attained the competency:

Basic Educational Skills
For the occupation:

Conducted b7:

Montana
th Department Of Labor And Industry

4 Job Service And Training Division

. ,-4.:..-4..... it

s'PEIrie 4'

Date
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13. Job Specific Skills
A. Strategic Options/Related Activities and Components Job specific skills are also
taught in nearly every service delivery area nationwide through a wide array of
modalities, including: on-the-job training, classroom training (group), less than ciass
training (single referral with paid tuition), customized/tailored training, vestibule

training, internship, youth tryout employment, work experience, cooperative education,
and distributive education, among others. Countless "public domain" courses and vendor
offered packages are used to help participants acquire the cognitive, affective, and
psychomotor capacities related to job specific skills. Yet even with all these resources
being committed to occupational skills training, only a fraction of the SDAs involved are
using a competency-based approach. This is slightly perplexing.

The technology and program capability =:re certainly available. It could be that localities
want to set up one competency area at a time, starting with pre-employment/work
maturity, then proceeding to basic education, and finally to job specific skills. It could be
that many believe acquiring job specific skills is so closely related to getting a job that
going through the additional work of setting up a job specific skills youth employment
competencies system is unnecessary. There are definitely some persuasive counter
arguments to this posture, however, such as: increased "fallback" positive terminations,
greater accountability of the overall program, better prepared participants, tighter
management and control over subcontractors through competency-based RFPs and perfor-
mance-based contracts, improved communication between project segments, smoother
client flow coordination, and quicker enrollee feedback.

In most cases, SDAs seem to steer away from running competency-based job specific skills
programs because of unfamiliarity with the various strategic alternatives possible. They
look at the maze of modalities discussed above and intuitively determine that no single
approach could cover every option. This is true. Few localities have all of their
occupational training projects in a competency-based delivery mode. Those that do have
been at it for some time. The trick is to select that portion of an SDA's job specific skills
preparation offerings most amenable to competency-based programming and begin there.
Start small, establish a firm foundation, and build slowly. To make such a choice, the
alternatives must be clear.

The following list of strate c options for a..roachin the establishment of 'ob specific
skills youth em ni_tern etencies programs is neither fixed nor finite. It is one of
many ways to organize the occupation& training options, and it does provide a place to
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start. This chapter differs from the one on pre-employment/work maturity and basic
education in that two sections are combined: Strategic Options and Related Activities
and Components. The reason is that the approaches are inextricably linked herein both

conceptually and functionally to the services, curricula, and modules for teaching job
specific skills. They appear to be mutually defined, at least for the purposes of this
section. Within each of the options themselves, there may be some differences in
delivery, even though working with similar offerings. This will be due to variations in
design of activities (OJT, youth tryout) or in application of components (group size class,
individual slot purchased). The overall principles and practices inherent in the strategies
remain constant.

The alternatives identified and utilized to date include:
o worksite (on-the-job training, youth tryout employment, work experience)
o classroom (pay for places in already existing courses/contract for new classes

specially formulated for participants)
o apprenticeship programs/Job Corps
o commercial packages/systems (bought to prepare enrollees for particular licens-

ing examinations or occupational credentialling procedures)
o curriculum consortia/networks
o doing your own.

Utilization of any of these strategies requires approval of the private industry council.
The requirements of a sufficiently developed youth employment competency system must
be met in all cases.

Each of these options will be discussed in turn, after consideration of a pivotal factor.
The private sector has an extremely important and continuous role to play in youth
oriented job specific skills programs. This is especially true in those programs that
develop and use competency-based approaches. Involvement of the private sector is key
in several places. This involvement must be sought and nurtured if it is to be realized in
such ways as:

o identification of current and projected skills training needs based on the require-
ments of the local labor market

o determination of entry level competencies for new employees
o establishment of performance criteria for entry level hiring commensurate with

private sector expectations and standards

532

587



o assistance in curriculum design, instructor preparation, and development of
training materials

o participation in program review, and assessment/evaluation of participants
o provision of worksites, and occasionally classrooms, as well as hiring com mit-

ments at the completion of training
o donation of training equipment, space, and supplies.

Contacts with the private sector ought to be made as soon as possible in the training
development cycle. Those companies that have contributed time, expertise, or other
resources to locally operated job specific skills training programs are likely to retain a
commitment to the overall success of the effort. The return on their investment is the
hiring of qualified, new, young employees. Display 110 outlines a variety of roles that the
private sector can play in youth training programs. (See Display 110.)

The First Five Using What's Alive!

The attainment of job specific skills competencies indicates that young people have
demonstrated proficiency in those technical skills necessary to maintain employment in a
certain occupation or occupational cluster. In worksite options, the indicators and
benchmarks should be decided upon based on accepted industry practices and employer
feedback. Skills will vary of necessity, depending on enrollee career decisions, the
occupations selected, and the training time available, but should include knowledge of
terms, use of tools (if appropriate), and utilization of safety procedures, in addition to the
technical requirements.

In the Kansas Model, the goal for OJT, youth tryout employment, and work experience is
for the participant to receive certification by his/her site supervisor that an acceptable
level of performance at the tasks listed in his/her job specific skills training outline
has been demonstrated after completion of no less than 75% of the scheduled truining
time. The process for OJT, youth tryout employment, and work experience is for the
JTPA representative and worksite supervisor to identify the occupation for which the
participant wilrbe trained. Then a brief job description, based on information provided by
the employer and the Dictionary of Occupational Titles--4th Edition, is entered in the
appropriate place on the training outline. After reviewing duties, requirements, and skills
needed for the position, the representative and the employer jointly agree on and list no
less than seven tasks on the training outline in which the participant will be trained.
These are written in the form of performance objectives. The worksite supervisor
determines progress through observation and/or product review.
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PROGRAM REVIEW

AND EVALUATION

SUPPLY/ACQUISIT1ON -

TRAINING EQUIPMENT

AND SUPPLIES

ONGOING HIRING

COMMITMENTS

589

TRAINING CURRICULUM

DESIGN AND DEVELGPMENT

BUSINESS/

INDUSTRY

ROLES

STAFF AND

INSTRUCTOR TRAINING

MBITIFICATION OF NEEDED

WIRY LEVEL SKILLS

CURRENT/PROJECTED

LABOR MARKET

NEEDS

ESTABLISHMENT OF TRAINING

PERFORMANCE STANDARDS

1

FIVATE SECTOR ROLES IN YOUTH TRAINING PROGRAMS Twenty Seven Month Comprehensive
-I(Source: "SCATE Program Evaluation
'

Re ort", Haupden, County Employmert
and Tra ning Consortium, June 30,1982,
Page 70)
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Measurement of participant attainment is done through employer/supervisor feedbaCk and

rating of required task performance. Acquisition of job specific skills competencies is
certified when an average rating (oe better) is received on all items listed in the training
outline after completion of no less than 75% of the scheduled training time in OJT,
tryout, and work experience. Display 111 presents the Kansas JTPA Job Training Outline,
which is used to delineate the skills being taught. (See Display 111.)

Two points should be noted. First, this format is not used for teaching, measurement, or
tracking; it simply delineates what is to be learned. Second, even though only seven tasks
Ewe required, the duties listed under each constitute a significant range of skills to be
acquired.

The State of Wisconsin's technical assistance guide on youth employment competencies
describes a simple yet effective way of providing job specific skills training on the job. It
is being operated at the Midland Park School, a juvenile corrections facility in Iowa. The
Midland Park School job coordinator sets up vocational programs with local businesses and
industvies in occupational categories not available at the corrections school. The job
coordinator and local company owner or manager set up individual competency-based
curriculum outlines for each off-grounds training site. As training progresses, the
worksite supervisor notes the date the youth achieved each.skill. The worksite supervisor
determines: (a) if the young person can perform the task with or without assistance, and
(b) if the level at which the participant performs the task is or is not acceptable in
competitive employment. When a youth successfully completes the training program,
he/she is awarded a competency certificate for thc particular type of work, as well as a
letter of recommendation. This format encourages accountability. Instructors can use it
to trace their progress in providing training. Coordinators can use it to review results and
to justify either extending training or changing the enroIlee's field of concentration. This
approach has significant teaching and tracking benefits over and above the intrinsic
potential for positive termination.
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JIVA 24
2/84

KANSAS JTPA JOB TRAINING OUTLINE

Participant's Name: Occupation Building Maintenance Work

D.O.T. Code 899.381-010
QB DESCRIPTION:

HOURS
The participant will be able to: The participant

. recognize and safely use hand
and power tools

1. a. Will be able to name and identify
handtools 75

b. Will be able to name and identify
power tools

c. Will be able to name safety proce-
dures that must be followed when
using various tools

d. Will be able to identify what tools
are necessary to perform specific
tasks

r e. Will be able to use paint spray
guns, hammers, saws, pliers,

i' wrenches, wire cutters, screw
drivers and paint brushes

. " i e ab e o operate a router,
a table saw, a drill press, a hand
circular saw, a lathe, a sabre saw,
a jig saw, a band saw, a belt
sanaer, and a radial arm saw

g. Will consistently return tools to
their places

f

. perform basic electrical repairs 2. a. Will install and replace fixtures
and switches. 300

b. Will repair a defective lamp
c. Will inspect heating and cooling

equipment so that worn parts can
fixed before breakdowns occur

3. perform basic carpentry duties 3. a. Will be able to perform basic 350

measurements
b. Will repair doors and windows
c. will be able to repair piaster
d. Will be able to repair woodwork
e. will be able to build snerves an /

or other simple constructions

Specific Objective of Training:

Payroll Procedures:

Distribution: . Participant-blue
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Disnlay ill.
J1W. 24 KA9SAS jTPA JOB TRAINING OUTLINE

7/84

Building Maintenance
Participant's Name: Occuration Worker Continued

D.O.T. Code 899.381-010
JOB DESCRIPTION:

TASKS PERFORMED HOURS
The participant will be able to:

, . I 1/1 la / I

The participant:

'' Will be able to woFE7With galva-
nized 300

.

Ii.Will-b-eroVriii-th copper
waterpipe

c. Will be able to reprite washers
and valves

d. Will be ab e to unc og rains
e. Will be able to repair and/or re-

place giaky pr5es and faucets
I. Will Le able to repair and/or re-

r Pace tofTets

5. perform basic painting 5. a. WiTT proper7prepare surfaces to
be_painted

57Will sEfect approprlate type of

.aiFTc.

275

i select appropria e me o

to apply paint
. "i e a, e o proper y app y
paint

tand

e. Will be able to Oran work area
tools when finished

6. demonstrate knowleOge of job 6. a'. W111 be able to define technical
------75Rms pertaining to tne field

b. Will use common terms :,..Irrectly

20

related terms

7. perform basic custodial tasks 7. a. Will select appropriate cleaning 120

tools
b. Will select and prepare appropriat

cleaning solutiOns
c. Will be able to use correct tech-

nique
d. Will use correct safety precautioryi
e. Will put away tools, chemicals an,

cleaners when finished
f. Will appropriately dispose ot

waste, dirt, and garbage

Specific Objective of Training: 1440

Payroll Procedures:

ASC-white; Employer-goldenrod; SDA-pink; Representative-green;Distribution:
Participant-blue
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Ther:t are some who will argue that adapting an OJT contract, for example, to r
competency-based mode would be overly difficult and time consuming. This is not Ill.::

case. The "curriculum" is already in the OJT agreement format, along viith a job
descviption. Employers have 'co indicate what the young person learned, just by the nature
of the activity. As it says in the Guide to the Montana Youth Employment Competency
System, "It is likely that job duties will have to be restated in 'competency language'."
Several lines may have to be added to specify "how well" (benchmark) the "what"
(competency) was learned. Means of measurement, such as observation and product
review by the worksite supervisor, can be clarified by typing in a few sentences. Forms
conversion to a checklist or rating scale would require some effort and time, but not
inordinate amounts. The payback is well worth the cost.

There has been a little concern raised about the basis for worksite supervisor determina-
tions of required performance levels in the worksite approach to conducting job specific
skills competency-based programming. Nobody disagrees with its need to be done in a site
specific mode. But in order to give some commonality to the process, at least in terms of
a starting point, the State of Texas has decided that:

"If an SDA does choose to pursue this option, some reliable source, such
as the Dictionary of Occupational Titles, could be used to generate a
list of competencies fry a given job and that list could be added to or
deleted from upon mutual agreement of the employer and the staff
representative." (p. 12)

A number of SDAs have expressed satisfaction with their state and local employment
security offices as sources of timely and accurate employer-related job requirements.

Employer surveys have found that many businesses and industries want entry level workers
who are literate and trainable, preferring to do the bulk of the job specific rkills training
themselves. Other companies that consider technical proficiencies essential to initial
hiring and later success frequently require two or more years of vocational preparation.
Occupational skills training courses are the usual employment and training response to
requests for long-t3rm job preparation. Such undertakings to be effective and compe-
tency-based often take well over a year to develop, including the involvement of full-
time staff working with employer advisory councils. AGtual classroom learning calls for
an outlay of space, equipment, and materials, and teachers proficient in the occupational
field and trained to provide competency-based instruction. This type of effort will be
viewed by most SDAs as beyond local capacities or resources to attempt in-house.
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It is in such circumstances that the classroom option becomes a very viable alternative.
Where long term job specific skills training is deiirable, and affordable, it probably should
be on a contract basis with service providers who have already developed curricula and
competency measures which have been validated by employer groups. It should also be
done with those subcontractors who know how to plan, develop, and implement a course as
efficiently as possible. Service providers for occupational skills training could includa
vocational-technical and proprietary schools, community and junior colleges, and in some
cases, employers themselves. These contractors could deliver group size classes for
participants or accept referrals of enrollees on an individual basis.

Programs occasionally have need for instruction that falls outside of the regular
classroom or less-than-class (tuition paid by slot) training conducted through already;
existinicourses. This need for new, specialized job specific skills preparation is generally
met in the form of customized/tailored training formulated to address the very particular
requirements of certain employers.

In the Kansas Model, the goal for the classroom training approach is for a participant to
receive passing credit, a certificate, or a diploma from a subcontractor after successfully
completing a training course approved by the JTPA representative. The process for
classroom training calls for the JTPA representatitve to record in the Planned
Activities/Results section of the EDP the objective of the classroom training activities,
e.g., to obtain a particular grade. The JTPA representative records the outcome(s)
related to the objective on the EDP update. Certification for acquisition of job specific
skills competencies through classroom training in the Kansas Model requires a passing
grade (C or above) to be awarded by the instructor.

In some cases, SDAs will have to give service providers a competency-based programming
brush-up. At other times, the reverse is true. But programming is only part of it.
Whatever subcontractors do must somehow be formatted to meet the requirements of a
sufficiently developed youth employment competency zystem. According to the State of
Texas policy, for example:

"Competency-based curricula of training instifttions approved by TEA
(Texas Educational Agency) will Fde accepted by the state, provided the
PIC approves a given curriculum and it meets the six state criteria.
Meeting the six state criteria should not involve extensive rewriting of
an institution's curriculum for a skills training course; however, if the
PIC wishes to delete or add competencies to a curriculum in order to
approve it, it is appropriate to do so." (p. 12)
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Where an SDA is paying for a whole course, it can probably get the competencies written,
recorded, and reported as needed. If the SDA pays for a slot at a time, or purchases group
space in an ongoing class, the service provider may not be willing to reformat. As noted
in the Guide to the Montana./ 2ii.th Employment etency System, forms to enter job
specific skills outcomes attained in classroom settings "will be more difficult to prepare
due to the vast number of individual occupations youth may be training for."

The need to retain a competency-based formatting emphasis is reflectel in instances in
which competency attainment is utilized as a fallback termination if placement or other
employability enhancement outcomes are not achieved. According to the State of Texas

policy:

"if a participant, for example, achieves job bpecific skills in an
occupational skills training course but is not placed in employment, the
competency termination under job specific skills can be utilized only if
the PIC-approved competency curriculum has been built into that
individual's training plan. Such participants have 1. een documented as
having attained such competencies. 'After the fact' competency
terminations which are not built into the training_plan for the individual
participant are not allowed." (p. 13)

Service delivery areas usually feel that class-size job specific skills training can be
formatted into a competency-based mode to meet sufficiently developed system require-
ments more readily than individual (less-than-class) training, because of leverage on
vendors, as well as economies of scale in impact, time, money, effort, and output
realized.

Some SDAs either in lieu of or in addition to the worksite and/or classroom options
prefer using the "program strategy" by sending youth to apprenticeship or Job Corps
projects to acquire competency-based job specific skills. Other localities have a different
approach to job specific skills competencies. They purchase special teaching packages
designed to help participants (a) attain licensure, e.g., pass state boards to become a
licensed practical nurse, or (b) obtain a vocational cret'ential, e.g., pass the Registered
Medical Assistant Examination administered by the American Medical Technologist
Association, and secure professional certification as a medical office assistant.

At last, more and more employment and training practitioners are learning about some of
the education field's marvels curriculum consortia/networks. Utilization of these
resources by SDAs constitutes the fifth strategic ontion for approaching job specific
skills. Display 112 presents the location of vocational curriculum material centers in 38
states and territories. Among other things, these centers develop competency-based state
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instructional guides icr occupational training. For example, Maryland and West Virginia
are cooperating in developing some of these, guides which are written by master teachers.
Each guide contains a competency profile, course or study, and student competency
sheets. Each year, roughly eight guides will be completed by each state. It is expected
that this two state consortium will complete some one hundred guides by September,
1987. (See Display 112.)

Both states use resource materials from the Vocational Technical Education Consortium
of States (VTECS), the Oklahoma State University Curriculum Instructional Materials
Center (CIMC), and the Mid-America Vocational Curriculum Consortium (MAVCC).
VTECS catalogs contain task analyses and performance objectives for different occupa-
tional job titles. CIMC and MAVCC curriculum guides contain excellent information
sheets, job sheets, overhead trqnsparency masters, and written exams. Through the
combination of VTECS, CIMC guides, and MAVCC gr!des, competency-based curricula can
be developed using the student competency sheet format. In the Maryland and West
Virginia effort, no state guide will start from scratch or reinvent the wheel. It is hoped
that the state guides will be used to update and modify locally-developed materials.

VTECS is an organization with nationally recognized expertise in competency-based
vocational-technical education. Full members include the states of Alabama, Arizona,
Florida, Georgia, Illinois, Kansas, Kentucky, Maryland, Michigan, Mississippi, Missouri,
Pennwlvania, South Carolina, Virginia, and West Virginia. Associate members include the
U.S. Air Force, U.S. Army, U.S. Marine Corps, and U.S. Navy. VTECS offers three major
products: catalogs of performance objectives and performance guides, curriculum guides,
and criterion referenced test items which are described in Display 113, along with the new
occupational data analysis system. SDAs would fird it in their best interest, and that of
their participants, to thoroughly explore the VTECS offerings. (See Display 113.)
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Display 112.

VOCATIONAL CURRICULUM MATERIAL CENTERS
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550 Wm lideinationa Anon Ron
An Mosso" Alaska 99603

Manna Reponal Ratoirce Center
534 Viri
Amen. Alaska 941101

media meinmeniation COMM
7701% Scat Hamilton Min
Lnat Rock. Arkansas 7220$

Vocational A Occupation& Informaum Cents. for Educators (VOICE)
721 Coma Mall
Sacramento. Conforms 95814

Vocational Education Productions
Ca Clams Polytechnic State lawman
San Lua Oboe. Ca Mama 93407

Cantu turn Itta Muds Sawn
Vocaiional EdUCatien Bldg.. 8116
Colorado State Unmersny
Fort Coleus. Colman 80623

Career Education Center
41$ Noah Moan SHIM
Tallahassee. Fl Oricill 32306

Canter for Studies in vocational Education
Flonda Slate Univafan,
eco w College Avenue
Tabaneuee. Ponds 32306
Amorican Association ler vocaportol Malmo Donal Manual. IAAVIBB
120 Enamoring Cada
Arnett& Georgie 30602

in Cantor for Vocational Education Curriculum Materials Camooment
629 Aderhold Nall
University el Georgie
Athens. Georgie 30602

mammal Curriculum Cada
3952 Shan Ofirs. S W
Attania. Georgia 30336

Idaho Curriculum Onsmenation Conte.
216 College of Education
Unnortlit, el nano
Molgow. Idaho 83843

Hams Curriculum Managoment Cantor
Orman ol VW-MOMS Ond TacftniCal Ed
1035 Mita Pare Orme Suits 201
Somerton. amen 82708
Miateren sod Onacoment Saban
Minas Stan BONO al EduCalion
1C0 North First Stint
Sonngload.111mas 62777

Vocaiional Educationel Samos
840 Slate Road 44 Illybass. Room III
Indiana University
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Room 254. 2120 nth Rood
Ohio Stan University
Columbus. Ohio 63210
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Display 113.

Catalogs of Performance Objedives and Performance Guides
Catalogs

Using systematic development procedures, V-TECS
members perform an on-the-job task analysis of an oc-
ct:,ation, validate the tasks through a survey of
workers, and from the tasks develop performance ob-
jectives with performance guides. The objectives and
guides are subjected to further review by user groups
prior to publication.
V-TECS is unique in that the incumbent worker is the
source for identification and validation of the, task;
tools, equipment, work aids; eiements of the perfor-
mance objectives (to include the standards and condi-
tions) and elements of the performance guides.
A Catalog is "basically" a detailed job description of a
specific occupation. It answers many questions and
deals with the hands-on aspect of an occupation, or the

"psychomotor skills" involved.

Compiled in the worker-validated catalogs are: Perfor-
mance Objectives (which include every duty and task
required for a job), Performance Standards, and Condi-
lions for performing the tasks, organized by duty areas.

Also included are: Indexes of Duties and Tasks; Equip-
ment and Tool Lists; Sources of Standards; and Sources
of Literature which relate to the job title in question.
To date, V-TECS members have produced more than
130 catalogs which provide in-depth analysis of more
than 350 job titles as defined by the Dictionary of Oc-
cupational Titles.
The catalogs include 23,000 tasks representing input
from nearly 19,000 incumbent workers.

Sample Page:
Performance Objective

From
Sheet Metal Worker Catalog

DUTY: IsetallIno lacbltectuntl /Rooftop Sheet
Metal

MIFORMANCE OBJECTIVE No. 118

TAM Mewl privet stop fascia.

STANDARD: OM* stop facia must be straight finish
MLIIIIi not be marred; ail nag heeds must
be covered: cover pietas must be striegM
and aligned with gnwel sto0; and roof
cement must be awned to r of gravel
*top and 2" of roof.

CONDITIONS FOS PIDIFORMANCE Or TASK:

Standard tool lin Udder
Continuous cleat Nails
COM Oates Roof cemem
Fleid drawings Standard r meat strip
Gravel stop fascia Troy*

PERFOIDIANCE GUIDE:

I. Read Mild drawly -js.
2. Sat up WM/.
3. Cut short piece of gravel stop fuels sanMe foe

Position of contImmus Oast.
4. Lay gravel stop on roof.
5. Moly roof cement to roof.
G. MO gravel stop Mm over Met.
7. Set standerd metal strip et pint.
I. Nail opposite saps of grovel mop to roof on 4"

9. Set cover plates in roof cement st ail gravel NM

10. Nal opposite edge of cover plate to Immure.
Apply coat of roof cement to r of Imo stop and 2"
of roof.

12. Check finish on Weis.
13. Remove IsclOaf.

SOURCE OF STANDARD: Writing teem of Incumbent
woman
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V-TECS Curriculum Guides

The V-TECS Guide is a oatural extension of one or more
catalogs. While a catalog is a detailed job description of
an occupation, a Guide, provides the competency-
based content and resources needed to deliver the
training for that occupation.
Guides take into account the cognitive and affective do-
mains of learning.

UNITS OF INSTRUCTION
Each unit of instruction is designed from a
task or in some cases, tasks, identified in a
v-TECS catalog related to the guide.

As a minimum, a unit of instruction in-
cludes:

I. performance objective, to include
task, standard and condition,

2. performance guide, (steps to per-
form),

3. support knowledges needed for task
performance (enabling objectives),

4. performance materials such as tools
or suppliers,

5. learning activities,
6. performance evaluation procedures,

and
7. student information sheets.

The development of a wrEcs Guide involves workers
and instructors in the occupation, and is verified by
workers and instructors that are knowledgeable of the
occupation. This developmental process provides the
user with confidence in the materials, and flexibility in
conducting classroom and lab activities. A V-TECS
Guide includes the following elements:

TOOL AND EQUIPMENT
WORK AIDS LIST

DEFINITION OF TERMS
USED

TASK LIST AND JOB TITLES
INDICATING SPEC FIC
CATALOGS-INVOLVED..

UNITS OF INSTRUCTION

HOW TO USE THE
V-TECS GUIDE

Criterion Referenced Test Items
Validated Criterion Referenced Test Items are test items based on V-TECS task lists and accessed through a Computerized Test Item Bank
System.

The System assists users in constructing a test for a specific occupation. In order to obtain available test items, the user must simply identify
ihe task and/or performance objective of the job or occupation being evaluated.

Occupational Data Analysis System

In light of constantly changing technologies, V-TECS realizes the need for vocational-technical education personnel to be able to more
quickly and more thoroughly meet the ever-changing requirements of business, education, and industry.

V-TECS now offers members and nem-members the opportunity to utilize the wealth of occupational and labor market information that cur-
rently exists along with other prod-cts produced by V-TECS, to further assure that curriculum content is relevant to the needs of business
and industry.

This new dimension of V-TECS is the OCCUPATIONAL DATA ANALYSIS SYSTEM and is currently the state of Michigan's product contribu-
tion to V-TECS.

ODAS is computer-based and uses data from three existing data bases to assist business, education and industry in developing relevant
vocational-technical programs!

ODAS can:

Describe skill requirements of jobs and the level of education or training required

Describe skills included in training programs

Identify common skills in different training programs so programs can be clustered

Describe a person's skill background that is transferable to other jobs or training programs

Identify skills required by new and emerging occupations

Identify special needs accommodations required of different jobs.. .

And, much much more. . .
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The Oklahoma State University Curriculum and Instructional Materials Center uses a
competency-based systems approach to occupational skills training that can be taught in a
group mode or transformed into learning activity packages for individualized instruction.
CIMC offers the following:

o objectives developed for each unit of instruction

o suggested activities provided for the instructor's use

o information sheets covering the technical content as specified by the objectives

o transparency masters to reinforce content

o assignment sheets furnishing practical paper and pencil activities

o job sheets describing a step by step procedure for performing a skill

o criterion-referenced tests assessing accomplishment of the objectives

o answers to test and assignment sheets assisting the teacher in evaluating
participant performance

o competency profiles to document student accomplishments

o slide/tape presentations affording the option of individualized instruction

o learning activity packager: furnishing a step-by-step guide for individualized
instruction.

The Oklahoma State University cpproach takes care of establishing priorities, conducting
task analyses, constituting development committees, developing instructional systems,
performing field tests, and refining units. It offers SDAs the option of a finished product,
ready to be adopted or adapted to meet enrollee job specific skills training needs.

The East Central Network for Curriculum Coordination is a federally-sponsored national
curriculum network at Sangamon State University in Springfield, Illinois. The National
Network for Curriculum Coordination in Vocational and Technical Education (NNCCVTE)
has promoted the sharing of curriculum materials across the country since 1973. It is
developing a computerized data bank of curriculum materials in the United States. It is
also involved in collecting and disseminating task analyses and competency listings in all
vocational areas. Display 114 shows the NNCCVTE regional centers. (See Display 114.)
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Display 114.

Regional centers for the National Network for Curriculum Coordination in
Vocational and Technical Education (NNCCVTE).
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The final strategic option for job specific skills is mainly for those who truly believe in
the work ethic doing your own. It entails analyzing entry level job requirements and
translating them into discrete, measurable competencies, which are then expressed as
learning objectives and recast as the foundation of an occupational skills training
curriculum.

Localities could use one of the Department of Labor taxonomies as a starting point, and
look at workers in terms of:

o worker functions (what the worker does in relation to data, people, things)
o worker fields (methodologies and techniques employed)

o machines, tools, equipment, and work aids used (including hardware and
software)

o materials, products, subje.A matter, or services
o worker traits (traits required of workers)

training time
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aptitudes
temperaments
interests
physical demands

environmental conditions.

In addition to these factors, doing your own includes the delineation of levels of
proficiency and means of measurement for each skill, knowledge, attitude, or behavior to
be taught. It is also important to at least consider informal standards of performance
applied to the worker, along with the formal requirements.

In short, service delivery areas opting for the sixth approach will need to perform task
analysis and then develop re1sted competency-based job specific skills training for each
and every occupation involved. To conduct a task analysis, it is necessary to:

o select the occupmtions to be analyzed
o fol. late initial duty and task listings
o refine these listings through an advisory committee
o verify/validate the occupation's tasks and duties
o carry out a task detailing.

Task analysis is Et very complicated process, and requires a great deal more explanation
than five dot points. If anyone is to take on such an endeavor, they deserve to know as
much about it as possible. To that end, Display 115 contains Part II from a volume
entitled Handbook for Developing Competency-Based Curricula for New and Emerging
Occupations. Completed in June, 1980, at San Jose State University, it is the product of a
federally-funded project called "Process Design Program Development Based on New
and Emerging Occupations." Even though the title encompasses new and emerging
occupations, the materials presented are also applicable to expanding occupations
existing occupations for which increased entry level demand is aow surfacing. Part II,
"How to Perform a Task Analysis on a New Occupation," is presented in Display 115 with
the minutest of modifications. (See Display 115.)

Upon completion of the task analysis stage, program operators may wish to see how they
are doing. The two checklists contained in Displays 116 and 117 will provide some
indication. (See Displays 116 and 117.)
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DisplAy 115.

HANDBOOK
for

Developing Competency
Based Curricula

for
New and

Emerging Occupations
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IDENTIFY

NEW

OCCUPATION

-Factors

-Knowledgeable

Individuals

NO

DEVELOP

OBJECTIVES

6 5

DEVELOP

CRITERION

TESTS

CONDUCT A TASK ANALYSIS

TASK AND DUTY LISTING TASK DETAILING

- "Need to Know" tasks

and duties

AIM

- Steps and Knowledges

- Tools and Equipment

- Conditions

IMPLEMENT

INSTRUCTIONAL
STRATEGY

HOW TO DEVELOP COMPETENCY

BASED CURRICULA FOR

A NEW OCCUPATION

Figure I

REVISE AND MODIFY
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PART II

HOW TO PERFORM

A TASK ANALYSIS

ON A NEW OCCUPATION
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INTRODUCTION - PART II

The development of good curricula is a key factor to the success

of any program. If the curricula is not occupationally relevant, students

will not be equipped with the necessary skills to perform successfully

on a job. The development of curricula based on task analysis of the

occupation will help equip your students with the actual entry-level

skills needed for entry into an occupation. Task analysis can help

you determine what to teach so that your students can perform success-

fully on the job. Additionally, task analysis can be used to determine

whether tasks and duties of a job can be performed by both sexes. This

will help insure sex equity when analyzing a job for vocational education

training purposes.

This section of the handbook will provide you with a step-by-step

process for performing a task analysis. When you have read this section

of the handbook, you will:

1. Understand the meaning of task analysis;

2. Be able to perform a task analysis.
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LIST OF TERMS

Competency: A task performed to a certain standard.15

Duty: Statements that describe a worker's major functions or
responsibilities in an occupation. Duty statements help define
a job in broad terms so that tasks can be grouped under each duty
later.

Duty Listing: A comprehensive list of duties performed in an occupation.

Incumbent Worker: Person working in an occupation.

Job Occu ation: A collection of duties and tasks constituting the total
work assignment of a single group of workers perforwing essentially
the same type of work/or having the same job title.°

In actuality the terms occupation and job are different. "Occupation"
is a broader term. There can be several jobs within an occupation.
However, for purposes of this handbook, the two terms must be used
in the same context as the scope of the study deals with new and
emerging occupations (per VEA 1976).

Occupational Cluster: A group of jobs/occupations that are rqlated in
subject matter, content, or technical concepts involved. 15

Task: An actual unit of work performed by workers in an occupation. It
defines what the worker does. A task usually generates a product or an
observable change in the work environment. It has a definite beginning
and ending point.

Task Analysis: The procedure designed to help identify all important elements
of-a job. The phocess involves developing a Task Listing and Task Detailing.

Task Detailing: Sytematically breaking down each task td determine
the skills, steps, and knowledges that an individual needs to be
taught to perform a task successfully.

Task Listing: A comprehensive list of tasks performed by workers in an
occupation.

Task Inventory: An instrument used to validate/verify the tasks of an
occupatfon consisting of lists of duties and tasks and one or more
questions about each task.

Validate/Verify: Confirming that the duty and task statements are actually
performed.in the occupation.. Verifying/validating tasks and auties
of an occupation can serve as a basis for deciding which tasks and
duties will be included in the training program.
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WHAT IS TASK ANALYSIS?

Task analysis is the process, for instructional purposes, of

analyzing a job to find out what successful workers do in an occupation

and how they perform their jo6. With the information from a task

analysis, instructors can determine what skills knowledges, and

attitudes students will need to be taught ta perform a job successfully.

Task analysis is basically a two-fold process:

1. Developing a Task and Duty Listing for an occupation
which describes what workers do;

2. Conducting a Task Detailing or Task Flowchart to determine
how workers perform each job task.

Figure 3 shows the relationship of occupational terms with the

task analysis process.
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Steps,

Procedure,

Knowledges

RELATIONSHIP or OCCUPATIONAL TERMS WITH EXAMPLES

FIGURE 3

Occupational

Cluster
TERMS

V1111IMMI,

Job/

'Occupation

Duty

Task

TASK AND DUTY

LISTING

Textile Worker

EXAMPLES

Alteration Specialist

(Incumbent Worker)

Alter Men's Clothing

Taper Pant Leg

TASK DETAILING

Replace cuff

Adapted from "Conduct an Occupational Analysis;" American Association for Vocational Instructional Materials
University of Georgia, page 7.
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IASKS AND DUTIES

Before you can begin vie task.analysis process, you must know

what a duty is and what a task is. All occupations can be broken

down into duties and taSks. Thfs is the basis of the task analysis

process.

What is a dut ?

DUTIES: Duties are statements that describe a worker's
major work functions or responsiblities in an
occuliation. Generally, there may be anywhere from
6-15 duties for a specific occupation. Duty statements
help define the job in brourterms so that tasks
can be grouped under each duty later.

Examples of some of the duties typically performed by an automobile

mechanic, beautician, and cabinet maker are as follows:

Examples of Duties:

AUTOMOBILE MECHANIC DUTIES

Maintains, Repairs, and Replaces Braking Systems
Maintains and Repairs Cooling Systems
Performs Engine Overhaul Activities

BEAUTICIAN-DUTIES

Mixing Supplies and Sanitizing Equipment
Shampooing and Rinsing'Hair'
Cutting and Shaping Hair
Setting and Combing Hair into Style

CABINET, MAKER DUTIES,

Applying Wood Veneers and Plastic Laminates
Cutting and Shaping Components
Designing and Laying Out Work
Finishing Surfaces
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Look at the above stated duties and notice:

o Each begins with an action verb.

e Each is very general and describes many tasks.

Each describes a major work function mresponsibility
typically performed in the occupation.li

What is a task?

TASKS: Tasks are actual units of work performed in an occupation.
They define what the worker does. fach duty is composed
of many tuks. A task usualiTienerates a product or an
observable change in the work environment. It has a definite
beginning and ending point. Depending on the occupation there
may be anywhere from 200 to 600 tasks in an occupation.

Liited below are some tasks for the following duties:

Examples of tasks:

AUTOMOBILE MECHANIC

DUTY: Maintains, Repairs,and Replaces Braking Systems

Repair master cylinder
Repair and replace brake shoes
Adjust brake
Flush brake system
Repair wheel cylinder

BEAUTICIAN

DUTY: Mixing Supplies and Sanitizing Equipment

Mix creme rinse
Mix permanent hair colors
Perform wet sanitizing
Sanitize equipment with formaldehyde

CABINET MAKER

DUTY: Applying WOod Veneers and Plastic Laminates

Apply adhesives
Cut plastics to size
Trim edges
Plane joints

556

61 4



SECRETARY

DUTY: Performing Stenographic Activities

Compose correspondence
Edit letters dictated by employer
Operate dictaphone
Operate dictating machine
Transcribe (type) from dictaphone
Type minutes of meetings

Look at each of the above stated task statements and notice:

Each statement starts with a single action verb with the
subject "I" understood.

Each has a brief object of the action verb.

Each describes a typical unit of work performed on the job.

Each is a typical unit of.work performed as part of its
corresponding duty.
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STEPS IN PERFORMING
A TASK ANALYSIS

CHOOSE THE OCCUPATION(S)
TO BE ANALYZED-

DEVELOP PRELIMINARY
DUTY AND TASK LISTINGS

REFINE THE DUTY
AND TASK LISTINGS

THROUGH A
SUBADVISORY COMMITTEE

10
LISTINGS

IL
VERIFY/VALIDATE

TASK/DUTY

I...

IPERFORM A TASK DETAILING

FIGURE 4
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STEPS IN PERFORMING A TASK ANALYSIS

Now that you know what duties and tasks are you are ready to

perform a task analysis on an occupation. The following steps are required

to perform a task aniAlysis. These steps are depicted in Figure 4.

STEP 1: CHOOSE THE OCCUPATION(S) TO BE ANALYZED,

Decide whether the task analysis will be performed on
one specific occupation or a "clustering" of occupations.

- At the secondary level, "clustering" of occupations is
recommended. (For a detailed explaination of "clustering,"
consult "Identifying and Improving Vocational Instruction:
A Handbook for Individualized Instruction for New Hampshire
Vocational Educators," John R. Faust, United States Office
of Education).

- At the post-secondary level, analyzing specific occupations
rather than groups of occupations (clusters) is recommended.

STEP 2: DEVELOP OR SECURE A PRELIMINARY LIST OF DUTIES AND TASKS
PERFORMED IN THE OCCUPATION YOU ARE ANALYZING:

There are several ways you can secure a list of duties and tasks
performed in an occupation. Use as many of the following listed
ways necessary to help you secure a comprehensive list of duties
and tasks in an occupation:

A. Search through occupational literature.

To save you some time, search through the literature to
determine if any existing task and duty listings are available.

What to look for?

- Existing task listings and/or task inventories.
See Figures 5 and 6 for an example of a task listing
and task inventory.

- Training material.s, curriculum guides, course outlines,
and job descriptions which might indicate tasks and
duties performed in the occupation.

Much of the material in this section was adapted from Performance Content
for Job Training, The Center for Vocational Education, The Ohio State
University, 1977.
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- Lists of

- tools and equipment used in the occupation

- standards of job performance or job competencie!

- performance objeCtives

- For new occupations, search for materials that pertain
to more established occupations out of which the new
occupations are being created.

- Acquisition of materials should start early to allow for
lag time between identification and receipt of materials.

B. Interview/Observe Incumbent Workers and/or Supervisors in the
Occupation.

Some school districts hire a consultant to do this.

Who should be interviewed?

- Interview incumbent workers from several different kinds
of businesses. For entry-level positions, choose
individuals with 6-18 months experience on the job.

Suggested questions to be asked:

If possible, show the worker a list of duties and tasks assembled
through a literature search. The worker can then add, delete,
or modify these tasks and duties.

- What duties do you perform as part of your job?

- What tasks do you perform as part of each duty?

C. Secure an Initial Lists of Duties and Tasks Performed in the
Occupation from your Advisory Committee Members.

A subadvisory committee consisting of individuals knowledgeable
of the duties and tasks performed in the occupation could be
assembled.

D. Talk with other Educators who have performed a Task Analysis
on the Occupation.

E. Use Your Own Knowledge of the Occupation.

F. Check with trade union officials to determine if they have

existing task and duty listings.
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INSTRUCTIONS:
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Figure 5

TASK INVENTORY hoe
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Z :. : 0 RIIM FOR SURGERY
Insoe%t operating room for necessary urni ure x x

2 Inspect %prating room for cleanliness x x

3_ _Scrub_for tureen, x x

4 Wear reauired gown and gioves x x

5 Select instruments and suppiies for each sur ery x

6 Assemble sterile supplies, medications, solu ions
and special-instruments

7 Verify surgeont s preference for instruments x x

8 Position instruments for easy access by surgeon

9 Assist circulating_nurserto read ottient emu
operating room

10 Count needles, sponges instruments before, during '

and after surgery
11 Have count of needles, sponges, instruments verified

bY nurse
12 Record correct or incorrect count x

13 Assist surgeon in gowning and gloving x

14 Assist in draping.patient for surgerx
Hand instruments to surgeon as needed

x

x

x

xla

16 Anttapate surgeons need
x

x
x

17 Monitor sterile condition of area constantly
18 Assist anesthesioggist al required x

19. Supply medicine, ood-, p asma as nee ea
Respond promptly to any message from surgical team
.Assure patient x-rays are available to surgical team

x

x

x

x

x
20

21

22 Request additional personnel as needed
Keep record of supplies usea

x

x

x

x23

24 Record patient bTood loss x

25 Assist in application of surgital dressings x-

X xl
26 Disconnect tubes and machines when nolonger neeoeo
27 Complete necessary paper work at conClusion-of

operation
28 Help move patient to FrAd cart

2j Assist in moving patient to PAR. ICU orpatient's
room as required

30 Arrange for patient transfer to room after local

surgery
31 Assist7in clean up of.operating room after surgery x 1

1. ---

Jacobson, Marianne, Oregon Department of Education, Salem, Oregon, May 30, 1979
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Figure 6

TASK LIST FOR ELECTRIC MOTOR REPAIR

Checking Motors

1. Check nameplate for type motor
2. Check nameplate for size and speed of motor
3. Check the nameplate for Current registration
4. Check the mechanical condition of motor
5. Check the motor to see if it will run
6. Check stator or field winding
7. Check armature or rotor winding

Direct Current Motor

8. Dismantle D.C. motor
9. Test D.C. field for open circuit

10. Test D.C. field for shorts and grounds
11. Remove one field coil. Check wire size and number of turns
12. Make data card on field winding
13. Wind the field coil
14. Connect the field coil and check polarity
15. Connect the D.C. motor
16. Connect interpoles
17. Test the armature
18. Make data card on armature
19. Insulate the armature
20. Wind armatures fvr mall D.C. motors
21. Wind armatures fo, medium and large size motors
22. Solder leads to commutator bars
23. Band the armatures
24. Bake and varnish the armature
25. Make wave winding
26. Make lap winding
27. Test the commutator
28. Repair the commutator
29. Adjust and seat brushes
30. Repair and insulate brush rigging
31. Make mechanical repairs
32. Reverse D.C. motors
33. Cut out a shorted armature coil
34. Balance the armature or rotor
25. Check and adjust the air gap of a D.C. motor
36. Check and repair D.C. resistance controls
37. Check and repair D.C. speed controls
38. Check and repair D.C. reversing controls
39. Check and repair magnetic controls
40. Check protective devices
41. Check and repair current controls

Direct Current Generator Repair

42. Check and repair D.C. generator

Ashley, William L. et. al., Manufacturing and Related Task Inventories/Strategies
for Curriculum, Instructionai materlais Laboratory, unlo state unlverslty, Columbus
Ohio 562
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Follow these steps to prepare Lists of Duties and Tasks

performed in the occupation you are analyzing:

I. Wing Figune 7 az a guidsbegin by Zizttrig the dut2e4
peqoAmed in.the occupation. 16 you need to, took oven
the exampte4 o6 dutiez pneviouzty pnovided.

2. Next, uaing Figune 8 as a guide, 604 each duty identi6ied,
List the apecitiie taaka pettionmed aa pant o6 that duty.
(A4 a task tiating quite extenaive, onty a parctiat task
&sting 44 AhORM.)

Here are a few tips for writing task statements.

Task Statements:

Should start with a single action verb with the subject "I"
understood

Should have a brief object of the action verb.

111
Must be observable and measurable in terms of time spent
and importance.

Should be clear, concise, and complete so that they are
understood by all who read them.

Should use the jargon of the occupation.

Note: If a duty contains fewer than ten tasks grouped under
it, it should be examined for possible combination with a
related duty. For example: Organizing and Planning (List
all organizing and planning tasks under it.)

STEP 3: REVIEW, REFINE, AND REVISE THE PRELIMINARY LIST OF TASKS
AND DUTIES THROUGH A SUBADVISORY COMMITTEE

A subadvisory committee should be created to add missing tasks,

delete irrelevant tasks, reword vague or lengthly task statements,
and to identify appropriate duty categories under which tasks are
to be grouped in the final task listings.

Who should be on the subadvisory committee?

- Select individuals from several different types of businesses
who are knowledgeable about the occupation(s) to be analyzed.

- Obtain at least one worker and/or supervisor for each occupa-
tion to be analyzed. Do not include personnel managers. From

3 to 8 members should be adequate, however, if the occupation
has few workers performing the task, seek additional members
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VOCATIONAL PROGRAM: AUTOMOTIVE MECHANICS

SPECIFIC OCCUPATION: GENERAL AUTOMOTIVE MECHANIC

Listed below are the major duties in the occupation
listed above:

1. Maintaining and repairing drive trains

2. Maintaining, repairing,and replacing braking systems

3. Performing maintenance control functions

4. Maintaihing and repairing electrical systems

5. Maintaining and repairing fuel systems

6. Maintaining and repairing cooling systems

7. Maintaining and repairing standard and power steering

8.

9.

10.

11.

units

Performing engine overhaul activities

Maintaining and repairing auto air conditioners

Maintaining and repairing auto heaters

12. Maintaining and repairing ignitions systems

FIGURE 7

Adapted from William H. Hampton and William E. Blank, Ridge Vocational-
technical Center, Instructor Training Program, Polk County, Florida, July, 1978
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VOCATIONAL PROGRAM:

SPECIFIC OCCUPATION:

TASK LISTING

Automotive Mechanics

General Automotive Mechanic

The following are the tasks for each duty in the above-stated occupation:

...

DUTIES TASKS _
,

4

Maintaining and Repairing
Drive Trains

Maintaining, Repairing
and Replacing Braking System

THIS SAMPLE IS NOT

Diagnose clutch. operation
Diagnose manual transmission operation
Diagnose drive shaft operation
Diagnose automatic transmission operation
Diagnose drive axle operation
Inspect clutch assembly
Inspect manual transmission assembly
Inspect automatic transmission assembly
Inspect drive shaft components
Inspect drive axle assemblies
Rebuild clutch components
Rebuild manual transmission
Rebuild automatic transmission
Rebuild drive axle components
Remove and replace clutch components
Remove and replace drive axle components

Diagnose brake problems
Repairs and replaces brake shoes
Resurface brake drums
Turns brake shoes
Adjusts brake
Rebuilds wheel cylinder
Repairs and replaces wheel cylinders
Repairs and replaces master cylinders
Rebuilds master cylinders
Repairs and replaces brake hoses/lines
Repairs and replaces disc brake caliper units
Flushes brake system
Bleeds brake system
Repairs and adjjusts Parking brakes
Tests proportioning valves
Repairs antiskid braking devices
Repairs and replaces vacuum power brake

unitc
Repairs and replaces air brake units
Adds fluid to brake systems

COMPLETE

FIGURE 8
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to include: technology developers or equipment detigners,
factory technicians or service repairmen, systems analysts,
company trained personnel,and early groups making use of the
new technology or equipment systems, professional association
members, and workers in older established jobs out of which
tasks for an emerging occupation are being extracted.

How to conduct the_subadvis_arY_meeting.

1. Obtain personal identification from each member.

2. Explain the'purpose and use of the task and duty listings.

3. Explain how the duties and tasks are to be stated.

4. Provide the members with a job deScription for the
occupation.

5. Show the members a list of duty statements. Examine each
duty one by one and ask the following questions. A simple
check list could be developed for this purpose.

- Does this duty reflect a major category of work performed
by the worker?

- Is this duty relevant to an entry-level worker's performance
of the job?

- As stated, does this duty serve as a useful organizer of
task statements?

Once all duties have been reviewed, ask the reviewers:

- Are there any duties missing from the list?

- Ask the reviewers to sequence the duties as they are performed
on the job, if possible.

6. Provide each member with a "List of Tasks" for each duty. For
each duty read aloud each task statement grouped under it, and
ask the following questions:

- Is the task statement clear? Will everyone understand what
this statement means?

- Is this task covered by another statement in this list?

- Does this task fit better under anoth4r duty?

- Can this task be performed by an entry-level worker?

- What tools or equipment are necessary to perform this task?

566
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- When all tasks under each duty have been discussed, probe
for additional tasks by asking:

- Are there any tasks missing from this list?

Note: When analyzing new and emerging occupations, retain
every task suggested even if other members declare that it is
irrelevant to the occupation.

7. Ask the members to list names of companies that have employees
performing the tasks and duties.

8. End the meeting with a note of thanks.

9. Compile a new "Lists of Tasks and Duties" based on the results
of the subadvisory committee meeting.

STEP 4: VERIFY/VALIDATE THE TASKS AND DUTIES OF THE OCCUPATION

Since it is impossible to teach every task and duty performed on
a job, tasks and duties must be verified/validated to determine
which duties and tasks should be included in the training program.
Follow these steps in verifying/validating the duties and tasks
in the occupation you are analyzing:

1. Choo4e one o6 the 6ottokang methoa to hetp you veki6y/vatidate
the taaa and dutie4 that 4hou2d be inctuded in the titaining
prtog4am:

A. Validate through a subadvisory committee

Call a special subadvisory committee meeting. At the
meeting, ask the members questions to determine which tasks
and duties should be included in the training program. A good

way to do this would beto use a task verification/validation
form similar to the one in Figure 9.

B. Through a Task Inventory Survey

Mail a task inventory form to workers and/or supervisors in
the field for completion. Samples of various kinds of task
inventory forms are shown in Figures 10-16. This method
of validation is more complex, however, it yields more pre-
cise results. The design of a good task inventory survey
instrument is extremely important to the success of the
survey.

A typical task inventory survey would include the following:

- Selecting questions to be asked in the task inventory survey.

The selection of questions to be asked of incumbent workers
should be based primarily on the information needed. Types
of questions commonly asked are as follows:
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How often do you perform each task?

How much time do you spend performing each task?

How important is each task for successful performance
of the job?

How soon is task competence expected after job assignment?

Where should the task be learned?

Is the task part of an entry-level job?

Generally, each question should be assigned a rating scale of
not.less than 5 points.

- Designing the task inventory form which includes the
duties and tasks of the occupation.

(Samples of various kinds of task inventories are shown in
Figures 9 - 15.)

- Selecting the survey population.

- Determining the sample size.

- Administering the task inventory survey which includes the
following:

- Contact the participants.

- Assemble the task inventory booklets which should
include the following:

Cover letter

Background sheet

Instruction Sheet on how to fill out the survey

List of tools and equipment compiled during the
literature search

Task inventory

Self return envelope

If possible, provide an incentive for completing and
returning the task inventory booklets
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- Develop follow up materials

Follow up letter

Monitoring device

2. Choo4e the ta4124 and du2ie6 that witt be inctuded in the tkaining
pxognam. When determining which ta4h4 and dutim witt be included
in a tnaining pkogrtam. Con4idek the Ottowing;

A. Rank duties according to their job importance. Choose those
duties that are most relevant for an entry level worker to
master.

B. Rank tasks within each duty. Criteria that might be used to
rank tasks might include the following:

- Frequency of Performance: Select taiks that are frequently
performed in an occupation.

- Importance of Task: Select tasks that are critical to job
success even if they are not performed frequently.

- Number of beginning workers performing the task: Select tasks
that are performed by a significant number of entry level
workers in the occupation.18

- Learning Difficulty: Select tasks that require considerable
practice and instruction to learn. If a task can be learned
with little difficulty on the job, do not include it or use
limited instruction.

3. Etiminate any ta4k4 litom the tuining pilognam in which:

There is a lack of facilities or equipment for proper training
of the task.

There is nothing about the task that requires training.

Job training is a superior method to formal school learning
of the task.

Entry level workers are not required to perform the task.

Advance license or certification is required before performance
is allowed.

4. Pkepake a iinat "Taak Lating" and "Duty Lizting" 4tike the one4 in
FigUAAA 7,8).tp.inctude the taahA and dutieo chasen 6on, the tnaining

pupam.
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TASK VERIFICATION FORM

VOCATIONAL PROGRAM: Horticulture

SPECIFIC OCCUPATION: Ornamental Horticulturist

DUTY F:

11=1

PerforMin&Outside_Work Activities
=EN

For each task listed below, determine whether an entry
level worker Needs to Know how to perform the task or
whether the agrn perTZTMed by workers with two or
more years experience and is therefore Nice to Know.

Nice Need
to to

Know Know Tasks

FIGURE 9

Mulch seed beds

Lay sod

Repair plastic pipe leaks

Operate front end loader

Maintain golf course greens

Identify lawn diseases

Plant burlap-wrapped stock
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TASK INVENTORY

INSTRUCTIONS:

List each mani illative and knowl.dq. skill relatina I

Page

SURGICAL TECHNICIAN
A& Tille

MARIANNE JACOBSON
Amoyd

TO the right of the page ere three sections of columns asking specific ques.
flans about the Entry Level, Frequency of Performance and Instruction At.
Mined At. An "X" should be placed, by the analyst, opposite each task in
the appropriate box of the "ENTRY LEVEL" and. "FREQUENCY OF PER-
FORMANCE" sections. Section three, "INSTRUCTION ATTAINED AT"
is fo be completed by state representative persons selected by the state
department specialist.

Entry
Level

Frequency of
Performance

Instruction
Attained at

g
4

0 "

c

a.

>i
5.

r
3

2
4

.4 ..

I'

cr

o

re

:
E..:

0
No.

Task
No.

Ta sk Description

3 9 Clean surgery room and instruments according to
accepted standara proceaure

10 Orient students and new employees to work area

11 Provide input to supervisor regarding changes in
policy or procedure x

12 Re.rt unusual incidents to supervisor Ix

13 Make aut incident report as requ red x x

14 Make changes on doctor's preference cards as requested x x

15 Instruct new employees on olic and mocedure x x

16 Instruct Operating room atten, ants n clu.n ng ot room x x

17 Provides assistance where needed x x

1 II I .ilill i h me x x

WORKS IN A SAFE MANNER
Read safety manuals

P Exprcisp caution in usina autoclaves
3 Guard against puncture wounds from needles blades

and sharp instruments
4 Wear protective clothjno around x-rav equipment
5 Follow safety instructions when working around

anesthesia_and other gases
Take required breaks to relieve tension of
,,. I. 0111

III
W., I d-it re..rt on all injuries x x

. u..- ..- ,1 o i 'rived safet as Jud.ed needed X X

0 MAINTAINS PROFESSIONAL STANDING
1 Attend on-the -job inservice classes
2 Attend related professional conventions X X

3 Study for certification exam x

Take exam to obtain certification x x

5 Submit to A.S.T. no ess than ' rs o . cre.

.er ear x x

FTGWRF 10

Jacobsen, Marianne, Oregon Dept. of Education, Salem, Ore. May 30, 1979
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INVENTORY INSTRUMENT

Name:
Position:
Business Address'

Phone:
Date.

Department of Vocational Education
Agriculture Education Section

Colorado State University
Fort Collins, CO 80523

NATIONAL AGRICULTURAL OCCUPATION COMPETENCY PROJECT12

Instructional Area: Production Agriculture

Employment Area: Beef Production

Occupation Cluster: Feed Truck Driver

Job Description: Drives a special feed hauling truck in transporting prepared feed to cattle pen
feeding bunks as assigned: Unloads truck with the power driven mechanism and distributes
feed in feed bunks. Performs maintenance on the truck such as lubrication, changing oil, and
does minor repair such Ls replacing light bulbs, fuses, and changing tires. Keeps truck clean.
Inspects the truck for proper operation and safety.

Directions: Check degree of importance for each competency to enter this occupation in 1975
as a beginning employee based on your experience. Additional spaces are provided for
competencies you may wish to add and evaluate.

Competencies (Tasks)

1. Driving and unloading truck.
a. Distributes feed in feed bunks.
b. Drives gas or diesel truck.
c. Operates unloading mechanism.
d. Positions truck for loading feed.
e.
f.

2. Inspecting and maintaining truck.
a. Checks air cleaner; services when needed.
b. Checks brakes; services when needed.
c. Checks coolant; services when needed.
d. Checks lights and other electrical devices; replaces bulbs and

fuses when needed.

UI

0
C.

...

12. Babb°, "Competencies Needed for Employment In Beef Production Enterprises," pp. 121-122.

The Center for Vocational Education, Ohio State University,

Occupational Analysis", p. 36
FIGURE 11

02
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FORM FOR CHECKING PERFORMANCE

OCCUPATION: Artificial Inseminators

Duty: Handling Cattle

No. Task
Check If

Performed

1 Detect heat
2 Determine time to inseminate
3 Identify symptoms of reproductive diseases

Maintain breeding records
5 _Move cattle
6 Operate breeding chute

IL Adapted from Gobbo. "Competencies Naded for Employment in Beef Production Enterprises."' p. 150.

FIGURE 12

The Center for Vocational Education, Ohio State University, "Conduct an
Occupational Analysis," p. 31
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LIST OF ACTIVITIES

For Business Data Programmers

(Activities are grouped under 12 general duty areas)

Key to abbreviations:
0 Definitely nor a parr of my job.
1 Under unusual circumstances may be a minor part of my job.
2
3
4 A substantial part of my job.
5
6
7 A most significant part of my job.

DUTY A: SYSTEM ORGANIZING AND PLANNING ACTIVITIES Circle one category for each item.

1. Analyze compsny operations to determine where most 0 1 2 3 4 5 6 7
significant improvements can be made.

2. Analyze dat:: processed for possible modification and
combination of reports.

3. Analyze data processed to make sure that desired
information is obtained. 0 1 2 3 4 5 6 7

4. Analyzi documentation for completeness and accuracy
for data processing operations and control. 0 1 2 3 4 5 6 7

5. Analyze functional area reports for format errors. 0 1 2 3 4 5 6 7

6. Balance and correct reports. 0 1 2 3 4 5 6 7

7. Brief supervisor and staff. 0 1 2 3 4 5 6 7

B. Conduct onthe-job training for data services
personnel. 0 1 2 3 4 5 6 7

9. Coordinate work of data services unit with activities
furnishing report data. 0 1 2 3 4 5 6 7

10. Develop standards and factors for use in management
control systems. 0 1 2 3 4 5 6 7

11. Establish data services production controls and
standards. 0 1 2 3 4 5 6 7

12. Evaluate work performance of data services
personnel. 0 1 2 3 4 5 6 7

13. Fill out questionnaire inventory forms. 0 1 2 3 4 5 6 7

14. Inspect methods used to process data. 0 1 2 3 4 5 6 7

15. Orient newly assigned data services personnel. 0 1 2 3 4 5 6 7

FIGURE 13

The Center for Vocational Education, Ohio State University, "Deriving Performance
Objectives for Training." p. 34
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INSTRUCTIONS FOR COMPLETING TASK INVENTORY

Carefully read each of the Task Statements and place a check mark (I) in the column labeled Check
for each task which you perform on your present job.

After checking all tasks which you perform, then rate only the task you have checked by placing a
number 1, 2, 3, 4, 5, 6, or 7 in the column labeled Time Spent which most closely estimates the
amount of time you spend in performing the task.

Time Spent means the total time you spend on each task you are rating, compared with the time
you spend on each of the other tasks you do.

At the bottom on any page, write in and rate any tasks you do which are not listed.

EXAMP LE:

DATA PROCESSING TASK INVENTORY Page of Pages

LISTED BELOW ARE A DUTY AND THE TASKS WHICH
IT INCLUDES. CHECK ALL TASKS WHICH YOU PER-
FORM. ADD ANY TASKS YOU DO WHICH ARE NOT
LISTED, THEN RATE THE TASKS YOU HAVE CHECKED.

CHECK TIME SPENT

If

Dons

1. Very Much Below Average

2. Below Average

3. Slightly Below Average
4. About Average
E. Slightly Above Average

8. Above Average

7. Very Much Above AVOW.

K. PROGRAMMING COMPUTERS

I. Adapt programs written in symbolic language to
computer configurations. liYdifferent

2. Analyze applications to select appropriate utility
programs and subroutines. 11 1.--

3. Analyze computer inputs prior to test run and
follow-up. V /

4. Analyze programming documentation.

5. Audit computer inputs after test run and
follow-up. 4

. Code computer applications using a reports
program generator.

cCo(e- st4-414.444144:14.giA.`r V1 171, AA
7101446... 07W. ..eitwartAte.

FIGURE 14

The Center for Vocational Education, Ohio State University, "Deriving Performance
Objectives for Training," p. 37
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LIST OF ACTIVITIES

for

General Secretaries

(Activities are grouped under 12 general duty areasi

Check [i
if part of
lob

DUTY A: ORGANIZING AND PLANNING
ACTIVITIES

1. Arrange itineraries for speakers, salesmen,
and others.

2. Arrange for training aids, facilities, and
equipment.

3. Compile one report from numerous small
WEIS.

CIRCLE 0 one category:

P - PRIOR to training
T Formal TRAINING program
S On SITE, after employment
E Related work EXPERIENCE
0 OTHER (write location)
N NOTHING TO LEARN

P T S

P T S

P T S

E O N

E O N

E O N

4. Decide on least expensive and most desirable
way to communicate (telegram, long distance
call, etc.). 0 P TS EON

5. Develop procedures for the maintenance
of news files and reference libraries. P TS EON

6. Draft and submit job description.

7. Draft policy recommendations for submission
to higher authority.

8. Draft recommended changes to handbooks,
manuals, publications, and forms.

9. Establish operating procedures for suspense
files.

10. Establish procedures for the distribution
of forms, reports, and publications.

P T S

P T S

P T S

E O N

E O N

E O N

P TS EON
P TS EON

FIGURE 15

The Center for Vocational Education, Ohio State University, "Deriving Performance
Objectives for Training," p. 21
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STEP 5: , itiFORM A TASK DETAILING ON EACH -nom SELECTED FOR
INCLUSION IN THE TRAINING PROGRAM

Once tasks have been selected for inclusion in a training
program, a task detailing should be performed. Task detailing
breaks down each task o determine the key steps (doing) and
knowledges (knowing) that an individual needs to be taught to
perform a task successfully. It serves as a basis for develop-
ing student performance objectives-- particularly "knowing"
(cognitive) and "doing" (pyschomotor) objectives. The task
detailing process identifies the following:

Cues for starting the task.

Conditions necessary for performance of the task.

Major steps of the task (doing).

Decisions made while performing the task.

Safety, technical, and related knowledge necessary
to perform the task successfully (knowing).

Equipment, tools, and materials used when doing the task.

The degree of desired proficiency or standard.

While the task detailing process may seem unnecessarily cumbersome,
is should be stressed that these steps are essential in making
intelligent choices about teaching techniques and learning materials.
With the data available from a task detailing, you can better
avoid teaching more theory than is necessa6, and keep the course
occupationally relevant. In this way, you ,A#ach only what is
necessary to help the students learn a job."

There are several ways in which task detailing information can be
gathered. Choose the method that best suits your needs.

Ways to Secure Task Detailing Information

A. Interview incumbent workers and/or subject matter specialists
qualified in the task.

B. Observe the task being performed.

C. Use your own knowledge of the occupation.
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Follow these steps to perform a task detailing for the tasks
that will be included in the training program:

1. U4ing a Taaz Detaiting Wohiuheet tike the one in Figute 16 Oh

devetoping a Ta4k DetaitAIng Feowchant Lae the one in Figute 17,
anayze each taak by doing the Ottowing:

a. Assign each task a number for identification purposes.

b. List the name of the training program being analyzed.

c. List the task being analyzed.

d. List the environmental conditions under which the task
is typically performed. Example: garage location.

e. List the situation(s) or cues in which the performance of
the task is most likely to occur. That is, what would
prompt the worker to perform the task? Example: For the
task "cash a check," the cue would be "customer requests
that a check be cashed."

f. List the tools, equipment, materials, supplies, references,
and procedural aides used when performing the task.

In the Key'Step column, list the major steps and decisions
sequentially, from start to finish, that the worker goes
through when performing the task. Number these steps.
Each step should begin with an action verb. Under each
major step, list the substeps, if any, which make up
that procedure.

g.

h. List when the task terminates. That is, how does the
worker know that the task is completed.

i. In the standards section, list the minimal accee_
degree of accuracy or proficiency that an eve
worker woula neen to pertorm tne task successfully.

Note: If time is not critical do not include it as a
standard. This steris extremely ffitical as the standards
that you decide on will form the basis of student performance
objectives. CHOOSE STANARDS THAT ARE REALISTIC AND ONES THAT
THE STUDENTS CAN ATTAIN.
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j. List other ways on a separate worksheet, if any, to
perform the task.

k. In the Essential Knowledges column, list the essential
technical, related and safety knowledges necessary to
accurately perform each step of the task. That is, list
what a person needs to know to perform each step of the
task. Examples: basic--fiEts, terminology, physical laws,

safety precautions.

Note: Not all steps will have special knowledges.

(Number these with the same numbers you numbered the
corresponding steps.) If any substeps were listed, also,
list the essential technical, related,and safety knowledge
required.



TASK DETAILING WORKSHEET

PROGRAM AUTOMOTIVE TASK NO. 315.000

TASK STATEMENT change a flat tire

Conditions under which task is performed:

Any

Cue:

Car has fYat tire
t-----
Tools, Equipment, Material, References, Ards useo:

Spare tire, jack, lug wrench, air pump

KEY STEPS ESSENTIAL KNOWLEDGES
4

List sequentially the Key Steps For each key step, list (if any) what
and decisions that lead to the an individual has to know (technical
completion of the task. safety and related knowledges) to complete

each step successfully.

1. Check spare 1,Spsre must bw good.

2. Remove hub cap.

3. Loosen nuts with lug 3,Do not remove nuts before raising car.
wrench. Know what s lug wrench is.

4. Rais car with jack 4,Know how to operate jack

5. Remove nuts and remove
flat tire.

6. Install spars tire 6. Know how to lift wheel on hub.

7. Tighten nuts

8. Lower car with jack 8,Lower jack slowly

9. ReOlace hub

10. Put tools away

STANDARDS: (acceptable level of performance for entry level worker)

Quality: Without injury TiMa Limit: 15 minutes

Amount: Content: According to manufacturer's
specifications. °

FIGURE 16
Adapted from Ridge-Ito-Tech Center, Haines City, Florida
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TASK NO: 100.000
PROGRAM: DANK TELLER PROGRAM

TASK STATEMENT: Casn a personal check for customer.

CONDITIONS: Teller window.

Tools and Equipment:
Cash can
Money
Teller cashing limit
Check
Stamps
Hold forms

Know how to read
check register.

CUE:

- Know rules of properly
written check.

- Compare what Is written
wi.n what should Ix there.

Compare
signature
with
signature
Cardi

1

Customer
requests
check to
be cashed.

Check
balance.

YES

Place
hold on
account.

Know procedure
for placing a
hold on a check.

YES

Greet
customer
by name.

YES

Customer
initials or
rewrites
check.

Stamp

check.

4,

Return check
to customer
for
correctly,

. Know which
stamp to use.

STANDARDS: Check written properly.
Check stamped.
Proper cash given to customeo

Take out
money from - Know tha steps

cash In making chanee.

TASK DETAILING FLOWCHARF
FIGURE 17

drawer. Count
money tO

customer.

Thank
customer.

5E3 9

Put check
away.



CONCLUSION

Once you have completed a task analysis on the occupation you

have a sound basis from which to develop your curricula. Part III of

this handbook will show you how to develop competency based curricula

from the information from Parts I and II.

In conclusion, the task analysis process involves five major

steps as follows:

1. Choose the occupation(s) to be analyzed.

2. Develop preliminary duty and task listings.

3. Refine the duty and task listings through a subadvisory committee.

4. Verify/validate the tasks and duties of the occupation.

5. Perform a task detailing.
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Display 116.
Job Inventory Cheek Ihit

Acceptable Unacceptable

1. Duty statement represents a segment of the total job.

2. Duty statement describes what is being done.

3. Duty statement begins with action verb ("ing" form)
followed by object or function.

4. Task list represents all tasks required to perform duty.

5. Each task statement is a complete sentence.

6. The task statement contains an action verb and noun.

7. Task statements represent independent work activities.

8. The combination of task statements form logical work
steps necessary to perform the duty.

9. Task statements include terminology consistent with
current usage in occupational field.

10. Each task statement is ratable in terms of relative
time spent performing the task.

(Source: "How to Do A Job Analysis", Maryland State Department of Education, 1978,
p. 11)
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Display 117.
Task Detailiaz Checklist

Acceptable Unacceptable
1. List represents all steps required to perform task.

2. Each statement is a complete sentence.

3. Action verbs are used in listing steps.
_

4. The combination of steps form a logical sequence to
complete the task.

5. Steps include terminology consistent with current
usage in occupational field.

6. All conditions are stated.
_

7. The standard is valid, objective and can be measured.

8. The reference for the standard is stated and valid for
the task.

(Source: "How to Do A Job Analysis," Maryland State Department of Education, 1978, p. 16)
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Job information for task analysis and curriculum development is collected through

interviews, observation, and questionnaires. Two techniques for gathering related data

are the Delphi and the Dacum.

The Delphi technique is useful in gaining group consensus Wthout face-to-face dialogue.

It is a three-round survey that begins with a series of statements and asks for an
individual's opinion about each statement. The results of this first round are summarized

and fed back to each participant. Round two asks individuals to reconsider their first

responses after seeing the results of the group and possible modifications of the

statements. Again, the results are summarized and returned to the participants. The

third round once more asks individuals to reconsider their responses. The technique has

been proven successful in gaining group consensus. The major benefit is that consensus

can be reached efficiently. The major problems of face-to-face interaction are
overcome. The major disadvantage is that collecting and analyzing the data can be time-

consuming and costly.

Steps in the Delphi process include:

1. Design initial questionnaire.

2. Select group participants.
3. Conduct round 1 survey.

4. Analyze the results and feedback to
and their own responses.

5. Ask group members to reconsider their first responses (round 2 survey).

6. Analyze the results and feedback to each individual the responses of the
and their own responses.

7. Repeat steps for round 3 survey.

8. A strong consensus should have been reached.

each individual the responses of the group

group

The considerations, advantages and disadvantages of the Delphi technique are similar to

those for other surveys. The major difference is that, through the three-round process,

conserTis is reached on the statements in the survey. This is a powerful advantage.

i8, on the next page, presents the Dacum (Developing A Curriculum) !;Nii,,nique.
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Display 118.

DACUM: identifying Competencies

By Audni Miller-Beach

Et 04 developers of competency-based
instructional programs. DACUM

(Developing A Curriculum) is a relatively
quick and inexpensive method for deter-
mining which competencies should be in-
cluded in a curriculum. Created and first
used by the Experimental Projects
Branch, Canada Department of Regional
Economic Expansion, and the General
Learning Corporation of New York,
DACUM is based on three assumptions:
(I) expert workers can define and de-
scribe their job more accurately than any-
one else; (2) any job can be effectively de-
scribed in terms of the tasks that suc-
cessful workers in that occupation per-
form; and (3) all tasks, in order to be per-
formed correctly, demand certain knowl-
edge and attitudes from workers.

The process requires a panel of expert
workers and supervisors in the occupation
being analyzed, a qualified coordinator,
and a recorder. During a period of three
days, the panel develops a profile chart of
the skills .required in the occupation. A
DACUM chart serves both as a curric-
ulum plan and as an instrument for assess-
ing training needs and student achieve-
ment.

The panel. A DACUM panel is usual-
ly comprised of 10 to 12 expert workers
and two to three supervisors, selected
from companies in the local community to
represent each of the specialty areas in an
occupation. A major reason for the low

cost of the DACUM process is that panel
members contribute their time. Ordinar-
ily, local companies are quite willing to
allow employees to participate. Company
personnel regard DACUM as an excellent
opportunity to provide essential informa-
tion for the development of an occupa-
tional program. They feel the program's
credibility is strengthened by their own
outstanding employees identifying the
skills which students should master for
employment. From the school's perspec-
tive, a primary benefit of DACUM is the
development of a stronger, more positive
relationship with business and industrial
establishments in the local community,

The quality of a DACUM chart is
determined by several factors, such as the
panel members' technical knowledge and
skill, their ability to express themselves.
and the coordinator's ability to elicit
specific, accurate skill statements, deal
with conflict and debate, and maintain the
group's momentum.

The coordinator must be able to make
on-the-spot decisions related to the con-
tent and structure of the chart: He or she
must know what questions to ask, and
when, so that the chart will be compre-
hensive and precise. At the same time, the
coordinator must be careful not to bias
the panelists' contributions. For this
reason, the coordinator should not have
had experience in the occupations under
analysis. Rather, he or she should be
familiar with the curriculum development
process as it applies across occupations.
Finally, the coordinator must be patient,
even when the process becomes tedious.
Panel members must be allowed to decide
for themselves whether certain skills are
required.

The DACUM recorder must quickly
and legibly print each skill statement
exactly as it is phrased by the panel. Like
the coordinator, the recorder must refrain
from comments which could influence
panel members' determinations.

How CIPACUM works. The DA CUM
process is outlined below:

I. First, panel members identify the
general areas of competence required. For
example, on one chart for motor vehicle
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repair, the general areas included "service
and repair cooling and exhaust systems."
and "service and repair fuel systems."
These categories are recorded on large
cards and posted vertically on a blank wall
in full view of the panel.

2. Next, focusing on only one area at a
time, skills required in each of the cate-
gories are specified. Each skill statement is
recorded on a card and posted beside the
appropriate category. Eventually, the
category statement, together with the skill
statements, form a "competency band"
on the chart. lt is imperative that each
statement be in precise action terms, such
as "detect and diagnose engine faults,"
which appears in the category "service
and repair engines" on the chart for
motor vehicle repair.

3. After the skills required in each cate-
gory have been identified, panelists make
sure that each skill statement is explicit
and accurate.

4. Then, skill statements vre structured
into a learning sequence. Panelists decide
which skills they would have an entry-level
worker learn and apply first on the job.
The statements are then arranged in the
order determined by the panel.

5. Finally, the coordinator solicits the
panelists' consensus regarding the
accuracy of the chart. They should agree
that it correctly reflects the skills required
in that occupation.

When a DACUM workshop is over,
panel members have produced a graphic
profile of the skills.required in their work,
and inevitably tiny express satisfaction
with the process. For further information
on DACUM, readers may write or call me
at the National Academy for Vocational
Education, the National Center for Re-
search in Vocational Education, 1960
Kenny Rd., Columbus, OH 43210, (800)
848-4815.

References

Adams, R.E. DACUM Approach to
Curriculum, Learning, and Evaluation
in Occupational Training. A Nova
Scotia Newnan Report. Ottawa, Can-
ada: Department of Regional Economic
Expansion, 1975.
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In order to utilize competency-based curricula for job specific skills training, it is

necessary to:

o develop performance objectives from data provided in the task analysis

o prepare criterion tests based on the performance objectives
o institute an instructional strategy
o revise and adjust the curricula as appropriate.

Development of a competency-based curiicalum also requires more clarification than a
listing of items to be done. People trying to accomplish such a feat need solid
information upon which to build. In an effort to provide this help, Display 119 presellA
Part III of the Handbook for Developing Competency-Based Curricula for New and
Emerging Occupations "How To... Develop Competency-Based Curricula." (See

Display 119.)

After the task analysis has been completed, and the curriculum developed, it could be
quite valuable to take a close look at what was created. One way to effect this is
contained in Display 120. Additional material on task analysis is contained in the section
of the appendix keyed to this chapter. (See Display 120.)

Regardless of which approach an SDA chooses for doing job specific skills training, it is
necessary to have well-crafted competency statements clearly stating all three parts: the
competency, the benchmark, and the means of measurement. Although competency
statements are required to meet the requisites of a sufficiently developed system, SDAs
may for their own reasons need separate lists of skills, benchmarks, and means of
measurement somewhere in the process.

The Humboldt County (California) Private Industry Council has put together a compre-
hensive array of competency statements for the retail/sales clerk occupation. These job
specific skills competency statements are written in a vertical matrix format and are
presented in Display 121. Display 122 provides partial listings of competency benchmarks
recognized by the Private Industry Council of South Florida for Bookkeeping/Accounting
and Auto Body Repair. Additional groupings of competency statements, benchmarks, and
skill designations are contained in the appendix section keyed to this chapter. (See

Displays 121 and 122.)

Text continues on page 624
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Dtsplv 119.

PART III

HOW TO USE THE INFORMATION

FRU1 PARTS I AND II OF THE

HANDBOOK TO DEVELOP

COMPETENCY BASED CURRICULA
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INTRODUCTION - PART III

Once an occupation has been identified and the skills and knowl-

edges needed in the occupation have been analyzed through a task anal-

ysis, all groundwork has been performed for developing competency based

curricula.

This section of the handbook will show you how to develop competency

based.curricula using the information derived.from Parts I and II. When

you have read this section of the handbook, you will be able to:

1. Prepare student performance objectives from the information
provided in the task analysis;

2. Develop criterion tests based on the student performance
objectives;

3. Implement an instructional strategy.

4. Revise and modify the curricula.
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LIST OF TERMS:

Competency Based Instruction/Curricula: A total system for planning,
developing, and implementing a curriculum designed to insure
that students acquire measureable skills,,Anowledges, and attitudes
essential for successful job performance."

Competent: Demonstration of mastery of occupational requirements that
includes skills, knowledges, and attitudes necessary for job entry."

Criterion test: An evaluation instrument which is used to assess
whether students have meet the predetermined student performance
objectives.

Instructional Lesson:. A basic building element of a course. It'contains
all the'details concerning content.to be taught, the techniques of
instruction to be followed, and references and materials to be used."
Each task in an occupation would generally represent an instructional
lesson.

Instructional Unit: The major sections of a course. Each duty in an
occupation would generally represent an instructional unit.

Mastery: The level of performance or achievement that consistently
meets occupational standards set by notional inStructors
responsible for a vocational program."

Student Performance Objectives: Statements that describe exactly what
students must be able to do, the conditions under which the per-
formance will occur, and the standards by which the students will
be evaluated.

Performance test: A test used to determine if the student can perform
the correct processes as well as if the student can produce the
correct product. Performance tests require direct observation of
the student.

Product evaluations: Tests used to determine whether a student can
produce a correct product. They do not require direct observation
of the student.
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STEPS IN DEVELOPING COMPETENCY BASED
CURRICULA FROM THE INFORMATION DERIVED

FROM PARTS I AND II

TASK ANALYSIS

Task Listing Task Detailing

-"Need to know" -Key Steps/Knowledges
tasks/duties" -Standards, Conditions,

Performance

DEVELOP OBJECTIVES FOR EACH TASK

DEVELOP CRITERION TESTS BASED ON OBJECTIVES

1
IMPLEMENT INSTRUCTIONAL STRATEGY

1
REVISE AND MODIFY

Figure 18
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STEPS IN DEVELOPING COMPETENCY BASED CURRICULA

FROM THE INFORMATION DERIVED FROM PARTS 1 AND II

Since the aim of competency based instruction is to provide students

with the knowledges (knowing), skills (doing), and attitudes needed for

successful performance in an occupation, a system must be developed to

help the instructor transfer this information to the students. The

following steps can help you develop competency based curricula from

the information derived from Parts I and II of this handbook. These

steps are depicted in Figure 18.

STEP 1: DEVELOP STUDENT PERFORMANCE OBJECTIVES FOR EACH
TASK TO I3E INCLUDED IN THE TRAIMNG PROGRAM.

The key to moving from tasks of a job to the components of a
course is to translate the tasks into student performance objectives?4
These student performance objectives will tell the students exactly
what they will have to do to be considered "competent" in a task.
Adaitionally, student performance objectives can help you
select methods, materials, and criterion tests to help the
students "master" each stuaent performance objective.

Follow these steps to develop student performance objectives
from the information derived from the Task Detailing Worksheets/
Flowcharts that you developed in Part II.

1. Wing Figute 19 a4 a guide, wnite a atudent ix/LOA/lance
objective 04 each taak in yowl, tuining pltognam to inctude
condi2ion4, pagaiMance, and atandakda. Uae the inliolunation
Vtom the tiottowing 4ec2ion4 o6 youn Ta41a Detaiting Wonkaheeta/
Ftowchartt4 aa you& majon 4ouAce o6 intioAmation:

a) Condi2ion4 and Toot4 and equipment au-Wm.& (CONDITIONS)

b) Taak atatementaection (PERFORMANCE)

c) Standand4 4ection (STANDARDS)
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2. It 4:4 suggested that you atso mite student penionmance
objectives 6ok impontant knowtedges a

task that must be mahtenea e one the students can pen-

Sonm the task successliutty. necessany, at4o wate a
student peklionmance objectime Son any attitude4 that
you want the students to'devetop. By wniting student
pettionmance objectives (tot these steps, knowtedge4, and
atatudes, you in4une that they wilt be taught.

Note: You do not write student performance objectives
for all steps and knowledges of a task. Write student
performance objectives only for those steps and knowl-
edges that the students must master before they can
perform the entire task successfully. Why:

- Some steps and knowledges.need not be taught
as everyone knowd how to do them.

- Some steps are performed only when the entire
task is practiced.

Student performance objectives based on steps and
knowledges may be written in abbreviated Iorm--
that is, the conditions and standards may be elim-
inated from the objective. See Figure 19 for examples.

STEP 2: DEVELOP CRITERION TESTS FOR EACH STUDENT PERFORMANCE
OBJECTIVE.

Once student performance objectives have been written, you will
need to develop evaluation instruments for each student per-
formance objective. A criterion test is generally a written or
performance type test which is used to determine whether students
have achieved the student performance objeCtive. When students can
pass the criterion tests for a task, they are said to be "compe-

tent" in the task.

Follow these steps to develop criterion tests for each student
performance objective:

1. Aliten anatyzing each student penlionmance objective,
detenmine the type o6 eftitetion tut (wnitten, pek-
lionmance, oit attitude checktist) that mitt be needed
to assess whethen the student petlionmance objective
ha4 been met.

Examples:

Given ten drawings of hand tools used in an auto-
motive mechanics program, identify them and their
use. You must obtain 100% of the written test.

Type of test: writtenmultiple choice

593

651



TASK ANALYSIS WORKSHEET

PROGRAH AUTOMOTIVE TASK NO. 315.000

'TASK STATEMENT Change flat tire f----- PERFORMANCE

Conditions under which task is performed:

CONDITIONSAny

Cue:

Car hss flat tire
t-----...

Tools, Equipment, Material, References, Aids used:

Spare tire,.jack. lug wrench

KEY STEPS

List sequentially the Key Steps
and decisions that lead to the
completion of the task.

. Set emergency brake/block wheels

2. Remove hub cap

. Loosen nuts with lug
wrench

. Raise car with jack

. Remove nuts and romove
flat tire

. Install spare tire

. Tighten nuts

8. Lower car with jack

9. ReOlace hub

10. Put tools away

Student Performance Objective: Given
and lug wrench, change flat tire according
and specifications in fifteen minutes

Student performance objectives based
Operate a jack

STANDARDS

ESSENTIAL KNOWLEDGES

For each key step, list (if any) what
an individual has to know (technical
safety and related knowledges) to complete
each step.

1.Block front and rear of wheels.

3,Do not remove nuts before raising car.

4.Know how to operate jack

6. Know how to lift wheel on hub.

7. Tighten securely.

8.Lower jack slowly

a car with a flat tire, jack, spare tire,
to manufacturer's instructions

without injury.

on steps and/or knowledges.

STANDARDS: (acceptable level of performance for entry level worker)

Quality: Without injury Time Limit: 15 minutes

Amount: Content: According to manufacturer's
specifications.
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Examples:

Given situations in which the student will have to
interact with other members of the class, the student
w111 act courteously toward other members of the class.
All performances on the instructor checklist must have
an acceptable rating.

Type of test: attitude checklist

Given a customer with a counterfeit bill, process the
counterfeit bill. All steps on the instructors check-
list must be given an acceptable rating.

Type of test: performance test--performance checklist

Types of tests:

To measure student performance objectives which pertain
mostly to "doing" something, prepare performance tests
or product evaluations. (See Figure 20 for an example

of a performance test).

To measure student performance objectives which per-
tain mostly to "knowing" something, prepare written
tests.

- Types of written tests include recognition (true/
false, multiple choice, matching) and recall tests
(completion, listing, and essay items).

To measure student performance objectives which per-
tain mostly to attitudes to be acquired prepare

attitude checklists.

2. ftepate a ctitekion test that meets the liottowing ctitetia:

a) The tut gives ctean, comptete dinections to the
atudents;

bI The test kequirtez per*Amance olS the same behavioa and
undea the aame conditions az apeci6ied in the student
peklionmance objective.

Example: Given a car with a flat tire, spare tire, and

lug wrench, change the flat tire per the manufacturer's
instructions.and specifications within fifteen minutes

and without injury.

Test: Prepare a performance test like the one in Figure 20

which actually requires the students to change a flat tire.

A multiple choice test would not be appropriate. Notice

that each activity in Figure 20 corresponds to the steps

and knowledges listed in the Task Detailing Worksheet in

Figure 19.
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OBJECTIVE: Given a car with a flat tire, jack, spare tire, and lug wrench,
change the flat tire according to manufacturer's instructions
and specifications in fifteen minutes without injury.

PERFORMANCE TEST

r-----
ACTIVITY RA ING

Acceptable Unacceptable

. Unaffected wheels were blocked front and
rear.

I2. Emergency brakes were applied.

3. Jack was correctly positioned.

. Lugs were loosened before wheel was
completely raised.

h.

5. Tire was lifted on hub correctly.

6. Lugs and replacement wheel were
sufficiently secured.

. Removed wheel and tools were returned to
appropriate place in trunk of car.

. Tire was changed within 15 minutes.

,

Teague, Wayne and Faulker, T. L., Developing Performance Objectives and
Criterion Referenced Measures for Performance-Based Maruction, p. 46.

FIGURE 20
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STEP:3: IMPLEMENT AN INSTRUCTIONAL STRATEGY

At this pqint, you are ready to consolidate and use
the material that you have developed thus far. You will

now learn how to use an instructional strategy to help
the students master the student performance objectives.
Such an instructional strategy includes the following:

a) Prepare a course outline;
b) Develop lessons plans;
c) Develop a teaching/learning strategy.

Follow these steps to implement an instructional strategy:

1. Pneparte a Comse Outtine

(Ming the Taak Latingz that you p1ev2ou4ty pnepaned
in pant II, numbet the ta6124 and dutie4 in the cadet
(4equence) in which they witt be pnezented in the
inatnuction. Use iigune 21 as a guide.

Note: Notice that duties become instructional units
and the tasks become instructional lessons.

TIPS FOR SEQUENCING:

Sequence tasks based on the order in which they occur in the job.

Sequence tasks and duties from simplest to most difficult or
complex.

When sequencing tasks and duties,ask yourself the following
questions: What other duties/tasks would the students need
to master before they can perform this duty/task? (Use the

Task Detailing Worksheets/Flowcharts and student performance
objectives that you prepared to help you answer this question.)

2. Devetop Lesson Plans liox Each Task

A well developed instructional lesson should serve as the
means by which your students will achieve each task. At

minimum, a well written lesson plan should include the
following:

a) Student performance objectives;
b) Purpose for learning the task;
c) List of tools, equipment, etc. needed by the students;
d) Step-by-step instructions for the acquisition of the

steps, skills, and knowledges specified in the performance
objectives;
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VOCATIONAL PROGRAM

SPECIFIC OCCUPATION

TASK LISTING
(Course Outline)

Grocery Checker

Checker/Cashier

The following are the tasks for each duty in the above-stated occupation:

DUTIES (Instructional Units) TASKS (Lessons) SEQUENCE

4.0 Preparing Produce for Market Explain advertising concepts 4
Demonstrate produce knowledge 1

Prepare produce for sale 3
Display produce 2

1.0 Orientation, Safety, and Recognize management functions 3
Sanitation Identify career opportunities in

food distribution
1

Identify safetj and sanitation
practices in grocery department

2

2.0 Performing Checkout Duties Operate cash register 2

Perform optional transactions 4
Cash customer's check 1

Perform tax transactions 3

7.0 Making Customer Contact Demonstrate customer relations 1

Descri'/.1 today's food store
customer

THIS SAM'LE IS NOT COMPLETE

Figure 21

Adapted from Identifying and Improving Vocational Instruction: A Handbook for
Individualizing Instruction for New Hampshire Vocational Educators, p. 63.
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e) A means of providing progress d!ecks anddlur self
evaluation checks with iiidiat feedback to the'student.

f) Criterion tests capable of evaluating the following:

- Whether the tisk has Piccomplished.

- Whether the necessary ';1,44 and knowledges have been

acquired.

Figurr..! 22 shows you a model lesson plan that incorporates

the four steps in the learning proces-- !we'd ation, presentation,

application,and evaluation. Figure ,vides a completed lesson

plan based on the model in Figure 2;

Follow these steps to prepare an effecove lesson plan:

U4iyie the in0Amation in F4.gufte4 22 and 23 a4 you& guide,

pkepahe a te44on ptan 04 each ta4k in the taaining phogham.
U4e the Ottowing 40Late4 o6 in6orunation to hetp you devetop

the twain pean4:

a) Student peh6ohmance objective4

14 Teak Dacca-IA.9 Wokieshea/Ftowehatt

el Student popmeation

A WORD ABOUT SELECTING MATERIALS:

o Select only materials that will help your students satisfy the
student performance objectives.

a Choose material based on your student population. Questions to
consider might be

Is the reading level at a suitable level for the student?
- Are examples understandable?
- Does the material provide adequate practice for the student?

If not, develop your own practice exercises.
- Does the material have gaps? If it does,disregard the material

or augment it with other material.

3. Devetop a teaching/teahning 4thategy

A teaching/teahning 4thategy 4hou2d be devetorzd to usi4t
the atudent4 in teaaning the 4tudent pehtiohmance objectbres.

Develop a teaching/tecaning 4thategy which inctude4 the

Sottowing:

I. Objective4 au made avaitabte to the 4tudent4, in
waiting, be6oke they 4taht wokking.on a te44on/ta4k.

In thi4 way, 4tudent4 mitt know exactty what they

wilt have to do to be con4idehed "competent."
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SSON PLAN

OBJECTIVE: Student performance objectives foh the task.

Approximate length of lesson

1

ACTIVITIES I

PROCEDURE/
RESOURCES

PREPARATION:

Purpose: Statement telling students why
they should learn the task.

Lecture/Reading Material

PREPARATION:

-Review prerequisite knowledges and/or steps. Lecture/Instruction sheet
listing tools, theory,
steps/Written materials

-Review steps/procedure of task Lecture/Instruction sheet
giving steps/TeAtbuok

-Demonstrate step-by-step the skills, knowledges,
and/or steps

Demonstration
Media showing procedures

APPLICATION:

Guided Practice: Students practice the skil12,
knowledge, and/or steps under supervision or

Practicing the tasks,
solving prbblems

by providing cueing. Provisions for immediate Self checks with answers
feedback. provided.

EVALUATION:

Test students to see if they have mastered the Performance Checklist
task. Written Test
If necessary, test the students to determine
if they have mastered the knowledges of the
ta0.

Self checks

Figure 22
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LESSON PLAN

OBJECTIVES: Given a car with a flat tire, jack, spare tire, and lug
wrench, change the flat tire according to the manufacturer's
specifications and instructions in fifteen minutes without
injury.

- Operate a jack 60 minute lesson

ACTIVITIES

-11ESOURCES/
PROCEDURES

1. Present lecture on importance of being
able to change a flat tire quickly.

Overhead Transparencies

. -Quickly review procedure sheet on how
to operate a jack.

Procedure Sheet

-Demonstrate how to operate the jack
using the procedure sheet

Demonstration

-Have students practice jacking a car
in groups of three.
-Give students a checklist to help
students determine if they can jack
a car.

Checklist

. -Review procedure on how to change a Text: Manufacturer's
flat tire using manufacturer's instruc-
tions.

Specifications

-Discuss essential knowledges that Task Detailing Worksheet/

students need to know about each step. Flowchart

-Demonstrate how to fix a flat tire
using manufacturer's instructions.

. -Assign students to practice changing Assignment sheet

a flat tire. Materials

. Give students tests Performance test

Figure 23
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2. Students take watekion tests whenevek they betieve
they ofte toady 6ox them.
- To etimlnate 4tAaggtem, provide 4tudenta with

4ugge4ted time Limas comptetion o6 a tuson.

3. Student!) advance to a new teuon/tazkinty when
they can demon4tt mate "asteAy",M the es4on/ta4k
by passing the ciatertion test.'
- Student4 who can pai . thz oLitezion teat lion. a teszon
4hou2d be attmed to advance to th,:. next Lesson.

- Student6 who cannot p406,6 the ctitenion ,reet 4houtd
be attowed to tutudy the mateniat Oh be given
auiatance. They 4hou2d have the oppoAtunity to
take the teat again.

4. StudenVt !. teceive immediate 6eedback on theit tut
peqoAmance. Figune 24 4how6 a teaching/teaAning zystem
which incoAportate4 thue above-ztated chaAacteAistitA.

5. Studenta axe encomaged to hetp one another,-

6. When poubibte, each 4tudent has 6teedom to 6equence
oam inAtAuction.

7. The inAtkuctoe4 note iA that o6 a motivatm o6 students,
6aciWatot o6 &arming, and taut and counsetok.

. .The instkuctot momaola each 4tudent'6 pAogAeut thAough
zome tont o6 tecoAdkeeping 4y4tem which might inctude
the 6a!1ow4L.n9:

Validati.ng the 4tudent'4 madoterty o6 each student
peA6oAmance objective;

RecoAding 4tudent peMonmance oojactives cuAkentty
being accomplished and objectivu not yet attempted;

RecoAding the numbek o6 attempto o6 an objective n
and the time Aequaed to gain maateAy o6 an objective.

STEP 4: REVISE AND MODIFY

Once the program has been implemented, the final step in
developing competency based curricula is to revise and
modify the curricula to determine two things:

1) Does the course succeed in teaching what it
set out to teach?

602

660



TEACHING/LEARNING SYSTEM

Figure 24

STUDENT PERFORMANCE OBJECTIVES

TASK INSTRUCTION

STUDENT TAKES CRITERION TEST
WHEN READY

., VYES

NEXT
LESSON

603

661

STANDARDS

MEASUREMENT

FEEDBACK



2) Does the course teach what is actually required
for successful entry-level employment in the
occupation?27

Follow these steps to revise and modify your curric +la.

Stant by anatyzing each student peqoAmance object've.

1. Ask youAse26 the 6of2awing quation about each
objective:

What peAcentage o6 the 4tudent4 achieved this
student peAioAmance objective?

16 att on m04t o6 the students achieved the
objective, you succeeded in teaching what you
set out to teach.

16 many o6 the students did not achi.eve the
student pen6onmance objective (10-15%), analyze
the student peA6oAmance objective, method4, media,
and teaAning mate/U.0:4 to detgAmine:

a) /6 the pnobtem i4 ine66ective tAaining, on an

b) /mpAopetty setected on. unAeatistic 4tudent
peqoAmance objective. Make the necessany
change4.

2. Compatte the existing student pen6oAmance objective4
with the actuat job to deteAmine i6 they au
Aetevant. Ask youAset6 the 6o!1owing questions:

Ha4 the job changed?
Have any skills been etiminated on. added?
AAe nov toots on. equipment being u4ed?
Aite nog techniques beiiig used?
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CONCLUSION

Competency based instruction, as has been discussed in this hand-

book, is a systematic approach to effective instruction. If you chose

to use competency based instruction in your course, it will allow you

to "guarantee that your instruction works," and.will guarantee that

your instruction is related to the needs of industry. "In other words,

28
it will allow you to increase your instructional power." Additionally,

such a systematic approach to developing curricula will enable you to

keep abreast of potential vocational programs and help you to determine

curriculum requirements in a systematic, cost-effective way.

In conclusion, the development of competency based curricula for

a new and emerging occupation involves the following:

1. Identify c "new and emerging" uccupation.

2. Perform a task analysis on the occupation to ducermine
the following:

a. The "need-to-know" duties and task in the occupation
that should be taught;

b. The skills, knowledges, and attitudes that students
will need to learn to successfully perform each task.

3. Develop student performance objectives which will tell the
students exactly what they will have to do to be certified
"competent" in the task.

4. Develop criterion tests for each student performance objective
which will assess whether the students are competent in the
task.

S. Implement an instructional strategy which includes the follow-
ing:

a. Prepare a course outline.

b. Develop lesson plans the task.

c. Implement a teaching/learning s.rategy.

6. Revise and modify the curricula to improve ne course effectiveness.
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Displq 120.

Vocational Program:

Instructor:

Date:

Vocational Studies Center
University of Wisconsin-Madison

TRAINING ANALYSIS FORM

School:

Occupational training goal(s) of program:

I. ENTRANCE CRITERIA

A. PhysicaZ skiZZs: Check the minimal (physical skills) that are
required for entrance into your program.

Skill Description of Abilities

walking:

standing:

lifting:

carrying:

bending:

fine-motor:

speech:

other:

other:

B. EducationaZ skiZls: Describe the minimal academic skills that
are required for entrance into your program and the modifica-
tions which could be made in teaching to accommodate for
students with lower skill Levels.

math:

reading:

language:

Modifications

C. 7ocationaL skals: Describe the basic knowledge and use of
tools that are required for entrance into your program.

Describe the safety rules the.: must be followed for entrance
into your program
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Describe the most critical work behaviors that must be Eollowed
Eor entrance into your program.

Other concerns?

TEACHING TECHNIQUES. Check the teaching techniques which yOu use
in your program and list how they could be modified for the needs
of a handicapped student.

Technique Modification

lecture:

audiovisual:

small gp. project:

discussion:

demonstration:

study text:

grade level:

ind. projects:

other:

111

.1.
Moet all students in your program procaed at the same pace?

Yes No Suggested modifications?

III. What support services or materials do yu receive in your program
co help students with lower skill levels?

Other comments?

Person doing analysis:
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ENTRY-LEVEL CRITERIA/PROGRAM MATRIX

Entry-Level
Characteristics

Program 1

1 2 3 4 5 6 7 8 9 10 11 12

(EXAMPLE)

READING LEVEL: 8th grade X X X

5th grade X X X

_

3rd grade M X M

None M

L.

X = Skill is absolutely required prior to entrance into vocational program.

M = Skill level is acceptable with curriculum modifications or with
supportive services.

608 666



Display 121

JOB SPECIFIC SKILLS: RETAIL/SALES CLERK

TABLE OF CONTENTS

Page

A INVENTORY CONTROL SKILLS
A.1 Demonstrate the ability to Ilse stock numbers to locate products. 1

Demonstrate the ability to ',ocate or assign prices to products. 1

A.3 Demonstrate the ability to label and ticket products. 2

A.4 Demonstrate the ability to log-in and interpret shipment labels and
similar bills of lading. 2

A.5 Demonstrate the ability to use packing slips to check contents of packages. 2

A.6 Demonstrate an understanding of the basic principles of inventory control. 3

PRODUCT DISPLAY SKILLS
B.1 Demonstrate the ability to maintain shelves and other product displays. 3

CUSTOMER COMMUNICATION SKILLS
C.1 Demonstrate the ability to properly groom and dress for a retail job. 3

C.2 Demonstrate the ability to greet the customer in a courteous and
helpful manner. 4

C.3 Demonstrate the ability to answer the telephone and take messages. 4
C.4 Demonstrate the ability to handle store returns and exchanges courteously. 5

C.5 Demonstrate the ability to handle customers' complaints in a courteous
and sincere manner. 5

GENERAL OFFICE SKILLS
D.1 Demonstrate the ability to file and retrieve cards, sales forms and other

documents in alphabetical, chronological and numerical order. 5

D.2 Demonstrate the ability to use manual, electric and electronic calculators. 6
D.3 Demonstrate the ability to use copy machines. 6

MERCHANIMSING KiornWLEDGE
E.1 Demonstrate the abl j to locate information describing products. 6
E.2 Demonstrate the ability to interpret guarantees and warranties. 7

RETAIL CALCULATION
Calculate discounts. 7

Calculate mark-ups. 7

F.3 Calculate the sales tax. 8

F.4 Apply the principle of unit pricing. 8

G CASHIERING SKILLS
G.1 Demonstrate the ability to use electromechanical and electronic cash

registers. 8

G.2 Demonstrate the ability to write sales slips and receipts. 8

G.3 Fill out credit card slips for purchases. 9

G.4 Demonstrate the ability to accept purchases and make the proper change. 9

G.5 Demonstrate the ability to accept checks for payment of purchases. 10

G.6 Demonstrate the ability to accept coupons for credit towards purchases. 10
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JOB SPECIFIC SKILLS: RETAIL/SALES CLERK

TABLE OF CONTENTS (cont'd)

MAKING DEPOSITS

Page

11.1 Demonstrate the ability to balance a cash drawer. 10
11.2 Demonstrate the ability to prepare for bank deposits. 11

SELLING SKILLS
1.1 Demonstrate an understanding of the characteristics of good salesmanship. 11
1.2 Demonstrate an understanding of sales. 11
1.3 Demonstrate the ability to listen attentively and recall what has

been sail. 11
1.4 Demonstrate the ability to use the benefit-features approach to sales. 12
1.5 Demonstrate the ability to close sales. 12
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JOB-SPECIFIC SKILLS: RETAIL CLERK

A INVENTORY CONTROL SKILLS

A.1 Demonstrate the ability to use stock numbers to locate products.

Measures: a. Given sets of numbers from five different standard stock numbering
systems, arrange each set in alphanumeric or numeric order as appropri-
ate with 85% accuracy; and

b. Given 3 random numbers from each of five different standard stock
numbering systems, locate each number on the appropriate list with
100% accuracy;

OJT: c. Given 10 stock numbers, locate the matching items with 100% accuracy
in what your supervisor considers a reasonable length of time.

Tool/Doc: a. Arranged stock number sets
b. Stock umber lists
c. Sup, .Nisor's documentation of sucvessful completion

A.2 Dernu the ability to locate or assign prices to products.

Measures: a. 5 different stock systems with prices matched to lists of stock
numbers, list the prices of 5 specified items from each system neatly and
legibly and with 100% accuracy; and

b. Ca; ven 15 facsimiles of price tags, circle the price of each product with
't 0 0 % acchracy;

OJT: c. List the prices of 20 items neatly and legibly and with 100% accuracy;
and

d. Given 20 price tags, circle or otherwise indicate the prices for each item
to your supervisor with 100% accurmy.

Tool/Doc: a, Price list
b. ?rice tags worksheet
c. Price list
d. Supervisor's documentation of successful completion

A.3 Demonstrate the ability to label and ticket products.

Measures: a. Given 10 different labels and/or tickets, answer a series of factual
questions about the associated products with 90% accuracy; and

b. Given the necessary information and a variety of ticket formats, write
the labels for 20 products neatly, legibly and with 100% accuracy in
spelling, format and content.

OJT: c. Label and ticket 20 items neatly, legibly and to your supervisor's
satisfaction in terms of spelling, format and content.
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Tool/Doc: a. Ticket worksheet
b. Label worksheet
c. Supervisor's documentation of successful completion

A.4 Demonstrate the ability to log-in and interpret shipment labels and similar
bills of lading.

Measures: a. Given 20 shipment labels and similar bills of lading, answer a series of
factual questions about the shipped merchandise neatly, legibly and with
90% accuracy; and

b. Given 3 different styles of log books, log 3 packages neatly, legibly and
with 95% accuracy.

OJT: c. Log 5 packages into the log book neatly, legibly and to the satisfaction
of your supervisor.

Tool/Doc: a. Shipment label worksheet
b. Log pages
c. Supervisor's documentation of successful completion

A.5 Demonstrate the ability to use packing slips to cheek contents of packages.
Measures: a. Given a variety of packing slips, answer a series of factual questions

about each package's contents neatly, legibly and with 100% accuracy.
OJT: b. Use packing slips to verify the contents of packages to your supervisor's

satisfaction.

Tool/Doc: a. Packing slip worksheet
b. Supervisor's documentation of successful completion

A.6 Demonstrate an understanding of the basic principles of inventory control.
Measures: a. Given 20 word problems dealing with inventory control (e.g., "If there

are 5 shirts of a certain brand and size on display and 15 in the
stockroom, how large is that inventory of shirts?"), write the answers to
each neatly, legibly and with 100% accuracy.

OJT: b. State the inventory of 10 different items with 100% accuracy, and
determine to the satisfaction of your supervisor whether those items
need to be ordered at the time.

Tool/Doc: a. !nventory worksheet
b. Supervisor's documentation of successful completion

612

670



PRODUCT DISPLAY SKILLS

B.1 Demonstrate the ability to maintain nelves and other product displays.

Measures: a. Write a paragraph that describes how a display of shelf products or a
display of hanging merchandise should look if it is well maintained.
Paragraph should include at least four sentences, with at least three
descriptive sentene,ls. It should be written in good Englisn, be neat and
legible and 100% accurate to the satisfaction of the instructor; and

b. From a series of pictures of product displays, identify displays which
require maintenance and indicate what needs to be done with each with
100% accuracy.

OJT: c. Maintain the product displays without prompting to the full satisfaction
of your supervisor.

Tool/Doc: a. Paragraph and trainer's evaluation

b. Display worksheet

c. Supervisor's documentation of success

CUSTOMER COMMUNICATION SKILLS

C.1 Demonstrate the ability to properly groom and dress for a retail job.

Measures: a. Given a series of descriptions of dress and grooming, identify those
characteristics which are considered inappropriate for retail settings,
with 100% accuracy, and be able to explain the choices to the satisfac-
tion of the instructor;

b. After the first day, attend class every day properly groomed and dressed
for a retail job to receive an average score of 2 on a scale of 1 to 3 for
proper dress, hair and grooming:

1 = inappropriate
2 = looks OK
3 = looks great

OJT: c. Arrive to work every day dressed and groomed to the satisfaction of your
supervisor using the scale described in (b), above.

Tool/Doc: a. Dressing worksheet and trainer's appraisal

b. Daily documentation, using stale

c. Supervisor's documentation, using scale

C.2 Demonstrates the ability to greet the customer in a courteous and helpful
manner.

Measures: a. In a mock situation, greet five customers in a courteous and helpful
manner to the satisfaction of the trainer. Greetings should be in a clear
and sincere voice, and in good English.
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OJT: b. Routinely great customers in a courteous and helpful manner to the
satisfaction of your supervisor.

Tool/Doc: a. Trainer's documentation vf appraisal
b. Supervisor's documentation of appraisal

C.3 Demonstrate the ability to answer the telephone and take messages.
Measure: a. Answer five mock or real telephone calls using good phone skills (i.e.,

good English, speaking clearly, politely, etc.) and take messages with
100% accuracy (to include names and telephone numbers of the calling
parties, time of day, date and who the message is for, and by whom it
was taken). Phrne skills should be rated as satisfactory by the (calling)
evaluator.

Tool/Doc. a. Evaluator's ratings

C.4 Demonstrate the ability to handle store returns and exchanges courteously.
Measures: a. Given a variety of store procedures for returns and exchanges, accept 1

custumer's return or exchange for each procedure in a courteous and
hc!pful manner to the satisfaction of the trainei.

Tool/Doc: a. Trainer's documentation of appraisal

C.5 Demonstrate the ability to handle customers' complaints in a courteous and
sincere manner.

Measures: a. In mock situations, handle 5 unhappy customers to receive an average
rating of 3 or better from the trainer on srales for listening attentively,
polite and helpful responses, and good language usage:

1 = unsatisfactory
2 = needs improvement
3 = OK
4 = good job!
5 = greatOob!

Tool/Doc: a. Trainer's ratings on scales
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GENERAL OFFICE SKILLS

D.1 Demonstrate the ability to file and retrieve cards, sales forms and other
documents in alphabetical, chronological and numerical order.

Measures: a. File a set of 25 documents in alphabetical order9 and within the letter in
numeric order with 100 accuracy;

b. File 25 cards numerically with 100% accuracy;

c. File 25 merchandising codes in alphanumeric cede). with 100% a,:rcuracy;

d. Given a :1st of 10 file names, retrieve from an alphabetical file with
100% accuracy;

e. Given a list of 10 merchandising numbers, retrieve cards from an
alphanumeric file with 100% accuracy; and

f. Given a list of 10 dates, retrieve the dated orders from a chronological
file with 100% accuracy.

Tool/Doc: a. Trainer's documentation of correct fil!ng

b. Trainer's documentation of correct filing

c. Trainer's documentation of correct filing

d. Trainer's documentation of correct retrieval

e. Trainer's documentation of correct retrieval

f. Trainer's documentation of correct retrieval

D.2 Demonstrate the ability to use manual, electric and electron' calculators.

Measures: a. Given a three minute test, type straight data at 125spm with 100%
accuracy; and

b. Given 3 sets of five addition, five subtraction, five division, five
multiplication and five percentage problems, use manual, electric anu
electronic calculators to perform the tasks with 100% accuracy.

Tool/Doc: a. Three minute test
b. Arithmetic tests

D.3 Demonstrate the ability to use copy machines.

Measures: a. Use a copy machine to make one and two-sided single and multiple
copies of a document with 100% accuracy. Multiple page documents
should be collated and stapled neatly and with 100% accuracy.

Tool/Doc: a Completed copies
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MERCHANDISE KNOWLEDGE

E.1 Demonstrate the ability to locate information describing products.
Measures: a. Given 20 manufacturar's labels or their facsimiles, answer a series of

consumer questions r ,aruIng each item with 100% aocuracy;
b. Given a list of 10 Rea. s, find each item h a catalog and answer a series

of consumer questions ?egarding each item with 1009) accuracy;
c. Given three different catalogs and a list of 10 items, find each item in

the appropriate catalog with 100% accueacy; and
d. Given a listing of manufacturers and an item, place a mock (or actual)

call to locate some required information about the item that is not listed
in the catalog or described on the label with 75% accuracy.

OJT: e. Answer questions about products using labels, catalogs or the telephone
as appropriate .to the satisfaction of your supervisor.

Tool/Doc: a. Label worksheet
b. Catalog worksheet
c. Catalogs worksheet
d. Information worksheet
e. Supervisor's documentation of success

E.2 Demonstrate the ability to interpret guarantees and warranties for products.
Measures: a. Given three product guarantees, answer a series of factual questions

about the guarantee with 100% accuracy; and
b. Given three product warranties, answer a series of factual questions

about the warranty with 100% accuracy.

Tool/Doc: a. Guarantee worksheet
b. Warranty worksheet

RETAIL COMPUTATION

F.1 Calculate discounts.
Measures: a. Given 20 prices, calculate a series of 5 discounts on each with 100%

accuracy.

Tool/Doc: a. Discount worksheet
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F.2 Calculate markups.
Measures: a. Given 20 prices, calculate a series of 5 markups and then calculate the

final prices of each item with 100% accuracy.

Tool/Doc: a. Markup worksheet

F.3 Calculate the sales tax.
Measures: a. Given 20 prices, use a tax chart to figure the sales tax with 100%

accuracy, arid add to the cost of the items with 100% accuracy.

Tow/Doc: a. Tax worksheet
11

F.4 Apply the principle of unit pricing.

Measures: a. Given 20 sets of 3 unit pricing labels, select the least expensive option
for value from each set with 80% accuracy.

Tool/Doc: a. Unit pricing worksheet

CASHIERING SKILLS

Gd Demonstrate the ability to use electromechanical and electronic cash reg-
isters.

Measures: a. Given a set of classification lists and a set of items, classify the items
with 100% accuracy;

I. Given 10 lists of prices, enter the prices from each list into electro-
mechanical and electronic cash registers and ring up the subtotals with
100% accuracy within a reasonable length of time;

c. Given 10 sets of products, classify them, ente;.' their prices into
electromechanical and electronic cash registers arid ring up the subtotals
with 100% accuracy within a reasonable length of time; and

d. Make and correct 10 overrings with 100% accuracy.

Tool/Doc: a. Classification worksheet
b. Price sheet
c. Product sheet
d. Overring worksheet
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0.2 Demonstrate the ability to write sales slips and receipts.
Measures: a. Given 10 sets of items and their prices, write a sales slip for each set

neatly, legibly and with 100% accuracy in entries and calculations; and
b. Given 10 figures, write a cash receipt to your trainer for each figure

neatly, legibly and with 100% accuracy.
OJT: c. Write sales slips and/or cash receipts and file them according to the

store's procedure to your supervisor's satisfaction.

Tool/Dm: a. Sales slips

b. Cash receipts
c. Superviscr's documentation of success in task

0.3 Fill out credit card slips for purchases.
Measures: a. Given 10 sets of sales, write credit card slips for each sale neatly,

legibly and with 100% accuracy;
b. Given 5 credit card facsimiles for each major credit card, ...icate the

numbers in the credit still valid. Make a list of the numbers which are
not in thc book, and note the page and column number next to the ones
that you do find neatly and with 100% accuracy; and

c. Given 3 major credit cards and their numbers, follow their procedure to
make a phone call to see if the number is still valid to the trainer's
satisfacLion.

Tool/Doc: a. Credit card slips
b. Credit card worksheet
e. Trainer's appraisal

G.4 Demonstrate the ability to accept purchases and make the proper change.
Measures: a. Given a diagram of a cash drawer, write the proper denomination of bill

and coin in the areas of the drawer neatly and with 100% accuracy;
b. Given 5 sets of bills (or their facsimiles) in five denominations and 20

coins in five denominations, correctly count each set with 100% accu-
racy;

c. Given 20 prices and 20 amounts, count the correct amount for each set
with 100% accuracy and within a reasonable length of time;

d. Given 20 figures for change, count the correct amount with 100%
accuracy and within a reasonable length of time; and

e. Given 20 sets of bills and coins with prices, identify which sets are over
or under, and list that amount neatly, legibly and with 100 % accuracy.
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Tool/Doc: a. Diagram

b. Counting cash worksheet

c. Trainer's documentation
d. Trainer' documentation

G.5 Demonstrate the ability to accept checks for payment of purchases.
Measures: a. Given 10 checks, identify those that have been properly endorsed with

100% accuracy;

b. State the standard procedure for check approval with 100 % accuracy;
and

c. Enter 10 cheeks in payment for ten sets of purchases on electro-
mechanical and electronic cash registers.

Tool/Doc: a. Check worksheet
b. Written statement or trainer's documentation
c. Trainer's documentation on register tape

G.6 Demonstrate the ability to accept coupons for credit towards purchases.
Measures: a. Given 10 sets of coupons and 10 figures, use the cash register to deduct

the correct amounts for each set with 100% accuracy.

Tool/Doc: a. Trainer's documentation

MAKING DEPOSITS

H.1 Demonstrate the ability to balance a cash drawer.
Measures: a. Given 5 cash drawers, 5 sets of receipts and 5 opening amounts of cash,

balance each drawer with 100% accuracy filling out a balance form
neatly, legibly and with 100% accuracy.

Tool/Doc: a. Balance forms

H.2 Demonstrate the ability to prepare for bank deposits.
Measures: a. Given 3 cash drawers, bundle the bills and wrap the coins neatly for each

with 100% accuracy; and
b. Given the necessary information, complete 5 deposit slips neatly, legibly

and with 100% accuracy.
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Tool/Doc: a. Trainer's documentation
b. Deposit slips

SELLING SKILLS

1.1 Demonstrate an understanding of the characteristics of good salesmanship.
Measures; a. Select statements that describe characteristics of good salespeople with

100% accuracy.

Tool/Doc: a. Characteristics worksheet

1.2 Demonstrate an understanding of sales.
Measures: a. List the basic steps involved in making and closing sales neatly, legibly

and with 100% accuracy.

Tool/Doc: a. Sales worksheet

1.3 Demonstrate the ability to listen attentively and recall what has been said.
Measures: a. In mock situations, listen to 5 customers make simple requests and

paraphrase their requests clearly, using good English and with 100%
accuracy; and

b. In mock situations, listen to 5 complex requests and ask clarifying
questions until you can paraphrase their request clearly, using good
English skills and with 100% accuracy.

Tool/Doc: a. Trainer's appraisal
b. Trainer's appraisal

1.4 Demonstrate the ability to use the benefit-features approach to sales.
Measures: a. Given 5 (Efferent products, write down at least two b3nefits and two

features of each product with 100% accuracy;
b. In 5 mock situations, describe your product in terms of its benefit, to the

customer to receive an average rating of 3 or better from the trainer on
scales for listening attentively, asking clarifying questions, paraphrasing,
describing oenefits, and using good speaking skills, sincerity and
enthusiasm:

1 = unsatisfactory
2 = needs some improvement
3 = OK
4 = Good job!
5 = Looks like a sale!
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c. In 5 mock situations, answer questions about the products features with
100% accuracy to receive an average rating of 3 or better from the
trainer on scales for listening attentively, asking clarifying questions,
describing the features, using good speaking skills, good English,
sincerity and enthusiasm:

1 = unsatisfactory
2 = needs some improvement
3 = OK
4 = Good job!
5 = Excellent!

Tool/Doc: a. Trainer's rating on scales

1.5 Demonstrate the ability to close sales.
Measures: a. In 5 mock oltuations, close the sale with the customer to receive an

average rating of 3 or better on a scale of 1-5 from the trainer on scales
for using good English, speaking clearly, sincerity and closing:

1 = unsatisfactory
2 = needs some improvement
3 = OK
4 = Good job!
5 = Sounds like a sale!
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DisplAy 122,

BENCHMARK
NUMBER

ELEMENT BENCHMARK

1

2

3

4

5

6

7

a

9

12

13

BOOKKEEPING ANO
ACCOUNTING- TER/IS

RECEIPTS FOR CHECK
AND CASH SALES

RECOROING ACCOUNTING
tliTIRES IN JOURNAL
=ROGER
CORRECT ERRORS

RECOROING ENTRY
PERTAINING TO
PAYROLL

RECORO ENTRY FOR
SELLING -MERCHANDISE
brATCOUNTS

POSTING FROV
CASH JOURNALS

POST TO LEDGER
ACCOUNT FROM
JOURNAL

RECOROING ENTRY IN
COMBINATION JOURNAL

RECOROING CASH

RECOROING ENTRY
PERTAINING TO
CASH RECEIPTS

RECOROING ENTRY
MA BUYING
MERCHANDISE ON
ACCOUNT

RECORDING ENTRY

RECOROING ENTRY
PERTAINING TO SALES
TAX

Given 50 words that are commonly used in the
bookkeeping and accounting field, the participant
will be able to define 40 out of the 50 words
correctly.

Given ten sales transactions and blank receipt
forms, the participant will prepare receipts for
all sales transactions without error.

Given a journal, ledger and a trial balance
sheet with ten errors, the participant will
locate and correct all errors, and balance the
two totals on the trial balance sheet.

Given a completed payroll register and a combina-
tion journal end general ledger, the participant
will make the necessary accounting entries
including all withholding with 100% accuracy.

Given 25 completed sales slips, sale journal
and a general ledger, the participant will
record all accounting entries without error.

Given a cash journal and necessary ledgers, the
participant will post all entries in the ledger
without error.

Given a general journal and a general ledger,
the participant will post column totals to the
ledger. Ledger must balance after posting.

Given 20 business transactions and a combination
journal, the participant will record the business
transactions in the journal so that 15 out of 20
transactions are recorded without error.

Given a guide, source documents of necessary
journals and ledgers, the participant will record
all entries in a chronological sequence with
100% accuracy.

Given source cocuments and necessary journal and
ledgers, the participant will record all entries
required for accounting of cash receipts. At
least 90% of all required entries must be made
correctly.

Given the source documents cf ten business
transactions for purchase on account or sales on
account, the participant must be able tn select
the proper accounts and post to subsidary ledger
with 90% accuracy.

Given a schedule of rates payable, rates date and
interest payments, and necessary journal and
ledgers, the participant will compute and record
expense account with 100% accuracy.

Given a summary of daily sales tax for one month,
blank sales tax return, necessary journal and
ledgers, the participant will computer the sales
tax liability and prepare the sales tax return
with 100% accuracy.
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BENCHMARK
NUMBER

ELEMENT

CfraCIA19.1.10.130111 .16,419.211,1MCSGS1

BENCHMARK

1

2

3

4

5

6

7

8

9

12

13

14

CARE OF COOKING AREAS h
EQUIPMENT

Cooking Areas

Equipment

Inspection of Food
Service Area

INSPECTION/CARE &
STORAGE OF FOOD

Inspect/receiving

Storage

Inventory

MENU PLANNING

Plan Menu

Utilize Leftovers

Plan Cooking Schedule

PREPARIPG FOOD FOR
COOKING

Trim/Cut/Shred

Dehydrated/
Concentrated
Food

Meat/Fish/Fowl

Slicing Meat or Cold
Cuts

COOKING

Tea/Coffee

Given supplies and equipment, the participant will clean
the cooking area thoroughly so that it would pass a
Department of Health Inspection.

Provided supplies and equipment, the participant will
clean kitchen equipment to the evaluator's satisfaction.

Given a food service area wher. violations of sanitation
laws exist, and the necessary forms, the participant will
inspect the area and rate all violations. All violations
rated by evaluator must be recognized.

---
TRAINING
STANDARDS

3c

3c

3c

Provided a shipment of food, the participant will inspect 3c

the food shipment for quality and freshness to the
satisfaction of the evaluator, and in addition, in-checked
shipment against vouchers for quantity and take corrective
actions if shipment is in error.

Provided 5 food items to be stored, the participant will 3c

store the items according to rules of the state health
department, and insuring that the food is stored to retain
high quality.

Provided the necessary materials, 5 food items, the partici- 3:

pant will prepare an inventory card for the five food items
correctly.

Provided instructions, a list of food items and forms, the 3c

participant will plan and write two menus to the evaluator's
satisfaction.

Given leftover food itens and instructions the participant 3c

will plan two menus to the satisfaction of the evaluator.
All items on the evaluator's checklist must receive a
satisfactory.

Provided a menu, recipes and instructions the participant 3c

will plan a cooking schedule for all foods to be couked
correctly.

Provided food items and equipment, the participant will trim, 3c

cut or shred the food items to the evaluator's satisfaction.

Given equipment and a recipe, the participant will prepare 3c

dehydrated and/or concentrated foods for cooking to the
evaluator's satisfaction.

Provided a recipe, equipment, supplies and food items, the 3c

participant will prepare neat, seafood and/or fowl for
cooking to the evaluator's satisfaction.

Provided food items, equipment and instructions, the
participant will slice meat or cold cuts by hand and/or
slicer to the thickness designated by the evaluator.

Provided instructions, equipment and a recipe, the
participant will brew tea or coffee to the evaluator's
satisfaction.
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Competency Groupings

Job skills training programs must be directly related to the needs and expectations of the
labor market in terms of the kinds of occupations taught and the level
mastery/productivity assumed of graduates. The

usually hinges on such factors as:
o demand/growth potential
o present openings
o future job projections
o hiring requirements
o degree of difficulty concerning acquisition of competencies
o ability to prepare for entry level positions
o accessibility of employment opportunities.

selection of occupations for
of skill
training

Progress in :warning job specific skills is expressed in terms of either generic capabilities,
occupational cluster proficienciesL or capacities related to particular types of work at
entry, intermediate, or advanced levels. Training in occupational clusters encompasses
teaching a fairly standardized set of competencies which are generally applicable to a
wide range of work settings. Training for specific occupations or individual jobs entails
preparing participants in an in-depth fashion that is better suited to more specialized
labor market situations.

It is impossible to develop a single set of competencies which applies to all occupations.
It is more typical to formulate a set of competencies pertaining to a specific occupation,
such as welder. If this approach is adopted, many sets of competencies will be required to
meet the needs of employers and young people for the many different kinds of work.

A second approach is to develop a more general set of competencies that fits a cluster of
related occupations such as metals. In this case, there are fewer sets of competencies,
but the competencies do not fit any single occupation perfectly.

A third approach is to formulate a set of generically useful occupational skills, including
competencies suitable across the board. The benefit is having to develop only one set of
competencies; the problem is that these skills will not match any occupation closely, nor
are they likely to fit separate occupational clusters, either.

Each local area has a choice of approaches. Northwest Regional Educational Laboratory
has put together a sample set of competencies for each of these three approaches to help
facilitate decision making. They are presented in Display 123 on the following page.
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Display 123.

Occupation Specific Competencies Welder

The participant will demonstrate:
1. Knowledge of metals

o Properties of metal
o Structural shapes of metals

2. Oxyacetylene welding skills

o Safety rules and terminology
o Equipment use and care
o Cutting with oxyacetylene equipment, straight lines, circles and curves,

bevels

o Piercing techniques
o Cutting round stock and pipe
o Puddling in flat position

o Beading with rod

o Fillet welds
o Butt joint welds
o Flange joint welds
o Lap joint welds

o Corner joint welds
o Bronze welding

o Cast iron welding

o Silver brazing
o Soft soldering
o Welding aluminum, stainless steel, magnesium and white metal

3. Metal arc welding

o Safety rules and terminology
o Equipment use and care
o Continuous bead welds

o Wash bead welds

Fillet weld

o Square and vee butt joint welds
o Outside corner welds
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Occupational Cluster Competencies Metals Cluster

Participants will demonstrate:
1. Knowledge of the scope and distribution of various occupations in the metals

industry in the local area
o Cite local businesses that hire people with metal working skills
o Describe ten occupations in the metals industry
o Describe demand for metal workers in the local labor market
o Describe metal industry trade and professional organizations

2. Common sheet metal shop operations
o Use and care of equipment, including safety
o Sketch and make sheet metal layouts
o Shape, bend and fold sheet metal
o Join sheet metal by riveting, soldering, seaming and making lock joints

3. Common welding operations
o Use and care of equipment, including safety
o Cutting metals
o Joining metals by arc and oxyacetylene methods

4. Common machine shop operations
o Use and care of equipment, including safety
o Use and care of measurement instruments
o Machine round parts
o Machine flat parts
o Machine threads

5. Common foundry operations
o Use and care of equipment, including safety
o Ram and pour a sand casting

6. Use of a var5ety of basic metals references
o Charts and tables
o Technical information
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Generally Useful Occupational Skills

Participants will demonstrate:
1. Numerical skills

o Calculations and transactions involving money

o Make and use graphs, charts and tables

o Use measurement equivalents, ratios, proportions

o Estimate numerical quantities
o Compare numerical values
o Calculate amounts needed to do.practical jobs

o Interpret statistical data
2. Communication skills

o Explain, describe, demonstrate and give directions

o Write legibly

o Speak clearly

o Write reports and summaries

o Write letters, want ads and telegrams
o Understand and follow written instructions, directions and information

o Understand and follow spoken instructions, directions and information

o Understand and use pictorial, graphic and symbolic information

o Interact verbally with others
3. Manual-per, al skills

o Use common tools and equipment

o Make and assemble useful objects

o Adjust, repair and maintain common tools and equipment

o Read displays and scales

o Make visual representations

4. Information-processing and decision-making skills

o Remember specifics, procedures and principles that are basic to continued
learning and that are frequently used

o Apply concepts, principles and procedures in circumstances different from
those in which they were learned

o Analyze information and define problems

o Collect and organize data
o Develop and evaluate alternatives
o Choose from among alternatives in terms of consistent criteria
o Devise plans, new ideas and better ways of doing things

o Implement plans and modify based on feedback
627
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Because the specific skills required for some jobs are quite complex and extensive,
program operators might opt to train participants for a sequence of jobs, ranging from
less skilled to more skilled, rather than cover the total set of competencies. For example,
a portion of the skills listed for a building maintenance "worker" provam might be taught
to some young people, who might then fill building maintenance "helpP1 ' job openings.
Job specific skills programs can be modified for special needs youth by:

o adjusting instructional methods and the speed at which new material is intro-
duced

o providing an opportunity for additional practice under close supervision
o using more step by step explanations and demonstrations, and
o furnishing more frequent and focused performance feedback.

The dilemma for SDAs is to strike a balance between conducting customized job skills
training to meet the specifications of individual employers or occupational settings, and
teaching more transferable skills.

Transferable or generic skills are those job capabilities actively used in work performance
across occupational clusters and particular jobs. They address the communality of
different types of work and provide those junctures where different occupations
cab driver, carpenter, secretary, taxidermist are alike in skill usage. Generic Skills:
Keys to Job Performance is a project conducted by the Advanced Development Division of
the Occupational and Career Analysis and Development Branch, Canada Employment and
Immigration Commission. Some of the findings of this project are presented in Display
124, on the following page. It is interesting to note the close crossover of basic education
and job specific skills in the generic categories of communication, mathematics, science,
and reasoning.

The consensus among SDAs is that job specific skills are best taught through activities and
components with cognitive, affective, and psychomotor emphases. In this way, young
people get to know, feel, experience, and show what they can do. Rock Island used to
operate an advanced clerical segment which integrated basic education, work maturity,
and job specific skills. This strategy is delineated in Display 125. (See Display 125.)
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Di sp 1 ;"./ 124

GENERIC COMMUNICATION SKILLS

The chart on the. facing page summa-
rizes the communication requirements for 10
occupational families and for 28 supervisory
(.,or..upations. The colow. code indicates the
ratio of occupations in which the skill is used
by the workers (e.g., one out of eight cleriCal
occupations needing the skill of preparing
technical reperts is indicated by a yellow
code).

Reading at work includes business
forms, notes, letters, memos, charts, tables,
technical and reference books. Workers are
expected to read for facts and be able to
decide hew what they have read relates to
their job. Good literature and poetry compre-
hension skills are not a common occupational
requirement. Issues such as the writer's tone,
style, mood, imagery, metric patterns and the
other skills normally associated with evalua-
tive comprehension are rarely required in
these types of jobs.

Writing at work is characterized by the
completion of business forms and terse fac-
tual memos, letters or reports. Employers
rarely want or allow workers to use the skills
of creative essay type writings.

Good and effective listening behaviours-
are a pervasive work requirement. In a vast
number of occupations oral communication
is the normal mode and workers are expected
to listen attentively ; to remember and act
upon oral conversations ; and to display
verbal and non-verbal attending behaviours.
Attending behaviours include appropriate
use of eye contact ; gestures ; paraphrasing to
confirm understanding; distinguishing be -
tween fact and opinion ; and checking as-
sumptions by asking closed questions.

The abilities to carry out task-oriented
conversation ; to express one's own point of
view ; to seek information by asking what,
when, how, where and why questions; to pass
on task directions and to communicate effec-
tively in group discussions are common re-
quirements at work. Most workers are re-
quired to instruct fellow workers by "telling"
and "showing" them how to carry out work
tasks. However, oratorical skills are usually
not rewarded in the work area.

The ability to communicate effectively
is probably one of the most significant
reasons why some workers are selected and
promoted to supervisory status.
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SKILL NEED

NH6_

Few

Many

Most/All

Read : Forms

Notes/Letters

Charts/Tables

Boaks/Manuals

Literal Comprehension

Interpretative Comprehension

Evaluative Comprehension

On Forms

Memos

Letters

Info. Repacts

Recommendatian Reparts

Technical Reparts

Literal Comprehension

Interpretative Comprehension

Evaluative Campreheosion

Physical Attending

Cognitive Attending

Reactive Attending

Elementary Conversation

Task Canversation

Express Point of View

Personable Conversatian

Persuasive Conversation

Group Discussion

Oral Presentatians

Instructional Talks



GENERIC MATHEMATICS SKILLS

Th'2 chart on the facing page summa-
rizes the mathematics requirements for 10
occupational families and for 28 supervisory
occ4ations. The colour code indicates the
ratio of occupations in which the skill is used
by the workers (e.g., two out of eight clericLI
occupations needing the skills of ratio and
proportion is indicated by a yellow code).

Elementary arithmetic computational
and measurement skills are common every-
day requirements for most workers. Most of
the computations are directly related to
measurements which the workers have made
or to measurement data being processed and
are characterized by the use of repetAive
operations. Workers are expected to verify
the accuracy of their measurements and their
calculations. Charts, tables and common for-
mulas are frequently supplied by the em-
ployers. Increasingly, empioyers are pro-
viding aids such as calculawrs to promote
productivity. Employers are not particulaey
interested in the language of mathernatics
(workers may add fractions but are not re-
quired to know the meaning of words such
as numerator and denominator) ; in number
sets ; nor in many of the other concepts intro-
duced in "new math". Mathematics at work
is always measurement-related, and problems
such as adding IA + 2A % do not exist.
The denominators relate to measurements,
such as quarters, eighths, sixteenths or
thousandths and five-thousandths.

Many workers are involved with geo-
metric figures, mensura don and drawings or
sketches. Although a number have to be able
to read graphs such a:, bar, circle and line,
few ever draw graphs. Euclidean, vector and
analytic geometry are rarely if ever needed.

Although the technologists require some
elementary algebraic and trigonometric abili-
ties, these skills are rarely required by most
other workers. Algebra, when needed, is
usually at the one variable level and the for-
mula is generally provided to the workers.
Barely are workers required to write "open
algebraic sentences"; the formula is usually
provided in the form where the unknown to
be determined is on the left of the equals sign
and the workers only have to insert the
measurement figures and carry out a simple
arithmetic operation. Tables are generally
provided in lieu of allowing the workers to
carry out esoteric mathematics operations.
For example, they "look up" the structural
strength of a beam rather than determine its
strength by structural calculations.

Metric data are not shown on the chart
because the data base is continually changing
through government regulations and industry
useage. Possibly the requirements for frac-
tions will decrease correspondingly to the use
of the metric system.

Mathematical competencies are not
generally greater requirements in the fore-
men/supervisory positions and are proba-
bly NOT a significant reason why some
workers are selected and promoted to
supervisory status.
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GENERIC MATHEMATIC:

SKILL NEED

Nil

Few

Many

Most/All

OCCuPA

ARITHMETIC

Whole Numbers

Fractions

Decimals

Percent

Ratio/Proportion

Mixed Operations

Measure: Time

Weight

Distance

Capacity l'r`*

GEOMETRICfFiGURE.Sr:

Calculate : Perimeter
,

Area

Volume

Draw/Sketch .,

Read: Scale Drawings
''....,,...

Assembly Drawings

Schematic Drawings

Graphs

Draw: Graphs

Scale Drawings

INTERMEDIATE MATHEMATICS

Solve Given Formulae .40.
1 Variable Algebra

Algebra Powers/Roots

2 Variable Algebra

Quadratics

Logarithms

Trigonometry
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GENERIC SCIENCE SKILLS

The chart on the facing page summa-
rizes the science requirements for 10 occu-
pational families and for 28 supervisory
occupations. The colour code indicates the
ratio of occupations in which the skill topic
is used by the workers (e.g., seven out of
eight construction trades needing some of
the skills of force, work, energy and power
is indicated by a red code).

This chart is different from the
mathematics, communications and rea-
soning charts because it represents a far
larger set of behaviours. The topic of elec-
tricity, for example, represents a generaliza-
tion of data from 42 separate questions. The
chart actually represents the number of oc-
cupations requiring some of the skills within
the topic. Farmers, for example, only need
7 of the 42 electricity topic bahaviours. It
follows, therefore, that the requirements for
science are even less than indicated by the
colour codes.

Science skills are by far the most occu-
pationally variable of all generic skills thus
far examined. Some workers need extensive
skills in certain science topics others
need only a basic understanding of a few
terms in these topics.

The need for physics topics are most
heavily concentrated in the craft trades,
technologists and farmers.

Biology requirements are heavily con-
centrated in two families. Medical/health
occupations need the topics of cells and man.
Farmers need the topics If animals, plants
and heredity and have a few needs in hu-
mans and cells.

With the exception of the Medical Labo-
ratory Technician and the technOogists
none of the occupations sampled need more
than a very basic level of chemistry know-
ledge. Even the workers in the above occu-
pations only need i small percentage of the
203 separate skills examined in the chemistry
topic.

Workers in all occupations need the
ability to solve problems using a scientific
method. They are required to identify prob-
lems, to collect data about the problem.i, to
propose methods to solve or resolve the
problems and to test proposed methods. It is
obvious that these needs are not being met
by the superficial treatment of only listing
or defining the steps of the scientific method
or of defining words like hypothesis.

In only three cases are supervisory
science skills significantly higher than the
occupation being supervised. In most cases
the requirements are about the same or
less. Science skill and knowledge is prob-
ably NOT a signi ficant reason why same
workers are selected and promoted to
supervisory sf,atus.
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GENERIC SCIENCE

SKILL NEED
OCCUPATIONAL FAMILIES

0)
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- Nil

- Few

Many

Most/An
.

PHYSICS TOPICS

Force --- Power
1111
tTa
maw

_., .

Machines Itlr:P*

,.,
,

....NA

Electricity

Magnets

Motion

Vibratory Motion

Electronics

Stati c Electricity
...

Light :ow -
Compasses

Universe

BIOLOGY TOPICS

Man

Cells

Animals

Plants

Heredity

CHEMISTRY TOPICS

Matter -1,* ...it.ru_ ii..,,,, 4
Heat.

.Density/ Buoyancy .

Water / Solutions

Gases

Acids / Bases

Reactions
.

Adv. Chemistry

Atomic Theory . ..
.,-

Use Lab. Equipment

GENERAL

Set/ Test Hypotheses

* Data from onothu survey of technologist occupations
carried out ty the Province of Ontario ore included.
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GENERIC REASONING SKILLS

The chart on the facing page summa-
rizes the reasoning skills for 10 occupational
families and for 28 supervisory occupations.
The colour code indicates the ratio of occu-
pations in which the skill is used by the
workers (e.g., three out of five sales occupa-
tions needing the skili of estimating costs is
indicated by an orange code).

Reasoning or "Thinking on the Job"
seems to be a set of behaviours which per-
vades all occupations and probably includes
many more skills than have thus far been
identified. No attempt has yet been made
within these studies to identify occupational
requirements for concepts buch as inductive/
deductive reasoning; for synthesizing ; for
evaluating or for convergent and divergent
thinking.

The ability to estimate measurements
and costs are certainly significant require-
ments. All occupations use at least some of
the estimating skills.

It is interesting that more workers are
involved in sorting objects than in sorting
data. This sorting involves, in many cases,
the use of judgements or evaluative opinions,
as is the case in sorting lumber by grades.
Ranking and rating behaviours, although not
shown on the chart, also appear to be ex-
tensively required. Over half of the occupa-
tions are involved in developing classification
systems for reasons such as filing and ware-
housing.

All workers are required to find out job-
related information, usually by looking it up
in a reference or by asking fellow workers.

The earlier survey instrument did not include
a question on obtaining sequencing informa-
tion, as indicated by NK (not known), but it
is considered probable that high responses
would have been obtained had the question
been asked.

The various types of skills generalized
under the heading "Work Tuks" also indicate
significant needs.

It can be argued, and has been, that
those reasoning competencies are developed
through the subject disciplines. Mathematics
teachers have rationalized that the ability to
think through computational problems, xdge-
braic processes, and analytical geometry con-
tribute to reasoning skills. Many science
teachers believe that learning science and the
scientific method help develop these skills.
And, of course, reading teachers often argue
that the abilities of analyzing sentences and
developing an understanding of the underly-
ing intent of authors and poets are helpful.
Probably they are right. Yet work problems
are unlike mathematics : there may be many
correct answers, and absolute criteria to test
the resulting answer is not usually available ;
they are unlike science experiments because
decisions must often be made without all data
being available ; and they are unlike evalua-
tive reading skills hmause workers are ex-
pected to follow orders rather than to judge
the underlying reason behind the instruc-
tione. Perhaps reasGning skills might be more
effectively learned as a separate subject or
discipline!

Supervisors responded very heavily to
all these reasoning behaviours. It is con-
sidered that workers who display clear logical
thinking abitities are likely to be selected
and promoted to supervisory status.
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GENERIC REASOMNG

SKILL NEED

NK

Nil

Few

- Many

- Most/All

- Not Known

PATION AL FA MILIE

C.,

cn

0,

ESTIMATING

Sort Objects

Sort Data

Develap Classifications
4

OBTAIN JOB ilEt:ATED 'INFORMATION

On Resaurces

On Methads/Procedures .

NV NK NK NK NK ,On Sequencing

On Theories
...

Deduce Info. Needs t:

WORK,JASKS

Sequence Tasks
..

Priarize Tasks

Establish Gaals

.

11--

Prepare Plans NK NK NK NK NK NK

Diagnostic Skills
-

Problem Salving Skills
7
4

NK NK NKSet Standards Quality NK NK NK

Set Standards Quantity i NK NK NK NK NK NK

Set Standards Time NK NK RK NK NK NK
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CORE CLUSTERS
The core cluster for the non-supervisory occupations was derived by
examining the percentage of occupations which require each skill. As a

matter of judgement it was decided that all skills used by 757( or more

of the occupations surveyed would be deemed to be a core requirement.

The core skills thus identified are shown below.

SKILL AREAS

1.111
MATHEMATICS COMMUNICATIONS INTERPERSONAL

1. Read, write, and count whole

numbers.

2. Add and subtract whole numbers.

3. Multiply and divide whole

numbers.

4. Solve word problems with Mlle

numbers.

5. Round off whole numbers.

6. !lead and write fractions.

7. Add and subtract fractions.

8. Multiply and divide fractions.

9. Solve word problems with

fractions.

10. Compute dollars and cents.

11. Read, write, and round off

decimals.

12. Multiply and divide decimals.

13. Add and subtract decimals.

14. Solve word problems with

decimals.

15. Read and write percents.

16. Compute percentage.

17. Determine equivalents,

18. Know order of operations.

19. Solve word problems (mixed

operations).

20. Do quick calculations.

21. Compute averages.

22. Read graduated scales.

23. Perform operations with time.

24. Operate calculator.
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1. Know plurals,

2. Know prefixes and suffixes.

3. Contractions and abbreviations.

4. Use dictionary.

5. Synonym, antonyms, and

homonyms.

6. Meaning from context.

7. Use books.

8. Comprehend oral communication

literally.

9. Interpret oral communication.

10. Pronouce words correctly.

11. Use good diction and word choice.

12. Speak fluently.

13. Organize ideas while speaking.

14. Ask the six-W questions.

15. Give directions or information.

16. Use the telephone.

17. Literal comprehension of reading.

18. Interpretive comprehension of

reading.

19. Read forms.

20. Read notes, letters, memos,

21. Read charts and tables.

22. Read manuals.

23. Write phrases on forms.

24. Write sentences on forms.

25. Write sentences,

26. Write short notes.

27. Take notes.

REASONING
.0MaIMI,Mmaile=i=1.NINsIONNI=.0

Attend physically.

2. Attend cognitively.

3. React to others.

4. Elementary one-to-one

conversation.

5. Task-focused conversation.

6. Express point of view.

7. Personable conversation.

8. Participate in group discussion.

9. Respond to information or

directions.

10. Give instruction.

11. Demonstrate.

12. Monitor

13. Give directions,

1, Obtain information about tasks,

materials, and equipment.

2. Obtain information about methods

and procedures.

3. Obtain information about

sequence.

4. Obtain other job related

information.

5. Recall theories or principles.

6, Sort objects.

7. Eitimate time.

8. Estimate weight.

9. Estimate distance.

10. Sequence tasks.

11. 2stablish task priorities.

12. Set goals.

13. Determine activities to reach

goals.

14. Decide about alternatives.

15. Set criteria,

16. Set priorities.

17. Analyse situation.

18. Make deductions.

19. See cause and effect relationships.

20. Identify possible problems.

21. Set priorities in terms of

diagnosis.

22. Explore possible methods.

23. Ask probing questions.

24. Use senses.

25. Determine relevant information

for problem solving.

26. Arrive at alternative statements.

27. Select statement,

28. Determine alternative solutions.

29. Select alternative.

30. Update plans.



NONCORE SKILLS

MATHEMATICS

SKILL AREAS
rwmolmmo..1=111M.

COMMUNICATIONS INTERPERSONAL REASONING

25. Compute ratios.

26, Compute proportions.

27. Compute rate.

28. Compute principal,

29, Measure weight.

30. Measure distance.

31, Measure capacity.

32, Know geometric forms and

figures.

33. Computation on angles.

34. Draw/Sketch geometric forms

and figures,

35, Compute perimeters.

36. Compute areas,

37. Compute volumes,

38. Read graphs.

39. Read scale drawings.

90. Read assembly drawings,

91. Read schematic drawings.

92. Draw graphs,

93, Measure from scale drawings.

44. Draw to scale.

45. Solve algebraic formulas,
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28. Evaluative comprehension in

listening.

29. Evaluative comprehension in

reading.

30. Write paragraphs on forms,

31. Write paragraphs.

32. Write form letters,

33. Write single paragraph letters.

34. Write internal memos,

35. Write business letters,

36. Write information reports.

37, Write recommendation reports.

38. Write technical reports.

19. Attend covertly or unobtrusively,

15. Persuasive conversation,

16. Prepare group discussion.

.17. Present information or directions

to group.

18. Lead group discussion.

19. Maintain groups.

20. Prepare oral presentation.

21, Give factual information in oral

presentation.

22, Get attention and response to oral

presentation.

23. Give a conceptual oral

presentation.

24, Give a persuasive oral

presentation,

31. Sort data.

32. Rate objects.

33. Rank objects.

34. Develop classifications.

35. Estimate area,

36. Estimat

37. Eska( .oic measures.

38. Estimate costs.

39. Plan and coordinate activities

and sequences.

40, Outline plans.

41. Identify resources.

42, Estimate resources,

91. Determine critical activities.

49. Make a detailed plan,

45. Make resource requisitions,

25. Get reaction to oral presentation, 46. Monitor results.

26. Establish training program.

27. Evaluate instructional

communication.

28. Demonstrate to others.

29. Give praise.

30. Give discipline,

31. Prepare evaluation reports,

32. Prepare for interview,

33. Ask closed questions in interview,

34. Ask open questions in interview,

35. Deal with confrontation

situation.

36. Interview customers/clients.

37, Interview job applicants.

38. Negotiate.

%47. Determine standards of quality.

48. Determine standards of quantity,

49. Determine standards of

completion time.

50, Establish priorities of standards.

51. Exercise authority and

responsibifity.
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GENERIC SKILL TRANSFERABILITY

The following charts display the com-
munality of skill usage and the skill transfer-
ability potential.

The chart on the following page shows
the occupational clusters which have approxi-.
mately the same requirements in mathemat-
ics, communications, science and reasoning.
It will be noted that eight of the 48 occupa-
tions have a skill, profile which is not dupli-
cated by any of -the other occupations.

The large chart following on the next
two pages indicates the skill transferability
potential based on the skills which have been
examined. The chart should be read from left
to right and NOT top to bottom. For example,
to examine the skill transfer potential of a
Carpenter, locate this occupation on the verti-
cal list and read across. It will be noted that

Carpenters have high potential for transfer
to 14 occupations, a medium potential for
17 occupations and a low potential for 16
occupations.

The chart was constructed by examining
each occupational profile against all other
profiles. If the profile exceeded or was the
same as the other profile, the skill transfer-
ability is shown to be high by a red colour
code. If the other occupations had a slightly
higher skill profile, the transferability is
shown to be medium by an orange code. If
the other occupation had a significantly
higher profile, the transfer is shown to be
poor by a yellow code.

These charts are based on skills used by
workers in these occupations. A particular
worker may have more skills than needed in
his/her occupation and therefore have higher
transfer potential than indicated on the
charts.

These charts are based only on the skills
examined to date and do not account for
the manipulative skills. Obviously, these skills
also have to be considered for occupational
'transfer purposes. For example, although a
Cashier is shown to have a high potential for
transfer to a Route Driver. the skills of
operating a rehiele would also have to be
considered.
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OCCUPATIONS WITH SIMILAR PROFILES OF SKILL NEEDS
BEYOND THE CORE CLUSTERS

COLOUR CODES
u,0
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.
a
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cew

Few/None

Many

Most/All

Cashier

Route Driver

Stenographer/ Typist/Receptionist

Nurse Aide

Construction Labourer

Product Assembler, Metal

Welder, Combination

Heavy Equipment Operator

Waiter Waitress

Waiter / Waitress , Formal Service

Receiving Clerk

Taxi / Bus/ Truck Driver

Maintenance Worker,, Building

Pointer

Truck-Driver, Tractor Trailer

ino
'..=o
Ea,=
o
M

ii
..g,
i j
'a,
E
00

tur

Z._u

oic
0a,
43

Cc

1

Carpenter

Sheet Metal Worker

Other Mechanics and Repair Workers

Packaging-Machine Mechanic

Plumber

Former, General

Construction Equipment Mechanic

Motor - Vehicle Mechanic

Electrician

Medical - Laboratory Technician

Radio / Television Servicer

NON SIMILAR 'OCCUPATIONS

Salesperson, Hardware

Nursing Assistant

Sales Clerk

Machinist, General

Secretory

Commercial Traveller

Nurse, General Duty

Architectural Technologist lb

640

700



SKILL TRANSFERABILITY POTENTIAL
(READ FROM LEFT TO RIGHT NOT TOP TO BOTTOM)

COLOUR CODES

Low Potential
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Accounting Clerk
Architectural Technologist
Barber "' al II
Bookkeeper .,

Bookkeeping Clerk U. ,

Carpenter
Cashier
Clerk-Typist/Stenographer ',
Commercial Travellers - ,

Construction Equipment Mechanic
Construction Labourer el , E3 . ,,,, ...

Cook
Cosmetologist 1

Draughtsman/woman, General
Route Driver 0

Electrician
Farmer, General

N -Heavy Equipment Operator 1W -t), `'-'' r,

,

Janitor
Line Installer-Repairer ...,

Machinist, General
Maintenance Worker, Building
Meat Cutter, ,,,,li

UW

IS Mil

.

Medical-Laboratory Technician
Motor-Vehicle Mechanic
Nurse Aide 111

:illI
FiEliBZ 6

1
Nurse, General Du
Nursing Assistant
Other Mechanics & Re .air Workers

114

L

r,4* M PIE,
..:e /4,

ri 41

i,:z ?.. v.
, .- I-,

Ai. ' .......iii.-:

Packaging-Machine Mechanic
Painter
Plumber
Police Officer
Product Assembler, Metal
Radio/Television Servicer
Receiving Clerk
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ROCK ISL COUNTY

. "ADVANCED CLERICAL'

Competencies Propbed,

Minimum Entrance Level Exit Level

Attachment #1

Interim

Performance Measures *

1. GeneriI Educational Achievement

a. Spelling, punctuation,

vocabulary

b. Math, addition, sub-

traction, multipli-

cation, division,

decimals, percent-

ages & fractions

9t1i grade + coi dosite score

measured on the 'MBE.

9th gradr + on TABE in specific

area.

9th grade + on TABE in specific

area.

Achieve 90% (average

accuracy on daily

assignments and

tests by the end

of training.

Ac ieve 80% aviTrier------

accuracy on daily assign-

ments and tests by 6th week

2. Aptitude, not less than

GATB Norm

General learning ability - 100

Clerical perception - 100

Motor coordination - 95

Numerical - 95 Not applicable Aot applicable

3. Attendance

a,
A
N

Cannot miss any days of Job Search/

assessment. Not late more than

once. (Must call in)

Attend 90% of

scheduled hours

total course

Must attend 90% of scheduled

hours. If fall below will

be placed on attendance pro-

bation.

4. Attitude Cannotlose more than 2 be

havior points prior to entry

Instructor/Counse-

lor last 2 evalua-

tions satisfactory

on all points.

Lose behavior points for

tardiness, absenteeism, be-

havior problems. Terminated

if lose 5 points.

5. Appearance Demonstrates dress, hair care,

hygiene during Job Search/

assessment/interview

Instructor/counse-

lor evaluation sat-

isfactory on all

points during last

2 evaluations.

Two week instructor evalua-

tions. Lose behavior points

if no improvement.

6a. Typing - one out of three

3 minute timed writings,

words are not counted

after 4th error.

b. Letter format, proof-

reading.

35 wpm

Black Hawk College Typing

test

At least 50% of

trainees at 55 wpm.

Remainder at least

45 wpm.

Increase of 3 wpm

each two weeks.

1st two wks. - 38

2nd two wks; - 41

3rd two wks. - 44

4th two wks. - 47

5th two wks. - 50

6th two wks. - 55

:iions falling behind one 2 week increment will rece ve ass stance.

116ons falling behind two 2 week incements will be place on probation and must improve and not fall more than 2 weeks be-

t'IN in mee ing standards.
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GOALS/MEA

Progran

Stdrtil

Ending:

Interim

(5/31

A. (1) Sp

(2) Pu

(3) Pr

(4) Ma

B, Attend

C. Attitu

D. Appear

.E. Typing

r, Record

ROCK ISLAND COUNTY

iUREMENT SHEET

1: VII "Advanced" Clerical

FORM OF

MEASUREMENT

PLANNED

PERF(RMANCE

ACTUAL

PERFORMANCE

1g: 5/4/82

7/23/02

GOALS

Performance Measurements

through 6/11/82)'

Ming

lctuation

)ofreading

th

Ince

1e

Ince

; Management

-

Accuracy on daily

assignments and

tests

% Of scheduled

hours attended

Behavior Point

System and In-

structor Eval

Instructor E"al

Counselor Eval

wpm

Accuracy on

daily assignment:

and tests

85%

II 4

11

90%

Lose no more than

two behavior points

47 wpm

85%

........

V(1)
4

-------11(2)

(4)%

0
0

# Lost

Meed Improve?

(see back if yes)

Need Improve?

(see back if yes)

wpm

0

0ft-



EVALUATION

A. Complete A (1) - (5) a,d then identify any specific problems/abilities.

B. Attendance: CETA will compute percent of attendance. Comment on punctuality.

C. Attitude and Communication Skills Checklist - CETA will enter the number of be-
havior points lost. Rate trainee in the following areas on a scale of 1 - 3.
(lgvery good, 2gaverage, 3gneed improvement) or, check not sure. If any items
need improvement, say "yes" on front.

1. .Follows ,directions

2. Gets along with others

3. Accepts things that can't be changed

4. Resolves conflict in constructive ways

5. Keeps trying in spite of set-backs

6. Follows classroom rules

7. Shows interest in training

8. Able to accept constructive criticism

9. Able to solve problems on the "job"

10. Able to solve problems at home

11. Plans for unexpected events

12. Shows initiative

13. Able to work under pressure/deadlines

14. Oral communication skills

15. Written communication skills

Comments:

Instructor Counselor
No. Not Sure No. Not Su're

D. Appearance: Comment on dress, hygiene, grooming, etc. Identify areas for improvement.

E. Typing: Enter wpm on the frcnt. Enter comments here if any:

F. Other comments relating to trainees potential employability:

In:tructor

SIgnature

SIgnature
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F!. Measurement As stated earlier in this document, programs are tending to be very
areful with scarce funds and resources. This posture !a leading them to develop fast and

common-sensical ways of determining young people's proficiencies, especially at the
assessment stage. The State of Texas policy says that:

"It should be noted that if a participant has no previous training or
experience in an occupationally specific area, pre-testing is not neces-
sary. To fulfill this state criteria, a statement can simply be made that
there is no previous training or experience in, for example, the field of
auto mechanics." (p. 12)

In the Kansas Model, the policy is that:
"During the pre-assessment phase, the participant's job specific compe-
tency levels may be assessed through contact with previous employers
or through a practical and/or written/oral test of skills. This test will
be devised and administered by an appropriate employer or vocational
instructor." (p. 27)

Measurement gets more rigorous in the evaluation phase. Determination of achievement
is usually more formalized in those activities with no direct tie to employment (e.g.,
classroom skills training which has both knowledge and performance tests) than in those
activities with a fairly straight link to post program employment (e.g., on-the-job training
which often uses employer sign-off as the attestation of participant skill gains).

Two of the best measurement approaches combining knowledge and performance are (a)
the Student Occupational Competency Achievement Tests (SOCAT), and (b) the
Vocational Competency Measures Project VOCOMPS). SOCAT's written part, which has
a multiple choice format, covers factual knowledge, technical information, understanding
of principles, and problem-solving abilities related to a particular occupation. The

performance test, which is administered in a laboratory, school shop, or clinical setting,
consists of work assignments designed to sample the manipulative skills required in an
occupation. SOCATs let students show that they have the knowledge and skills that
competent craftspersons employ in their daily work. A mental aptitude test is also
available for administration at the same time as the competency test. A one-page
printout can be provided for each student which indicates mental aptitude along with
written and performance scores on the competency test. Any teacher, guidance
counselor, or test administrator can administer the aptitude test and the written multiple
choice achievement test. A journeyman tradesperson or business representative with
technical expertise in the occupation should administer the performance test.

SOCATs, published by the National Occupational Competency Testing Institute, cover an
extensive scope of occupational fields including, but not limited to: accounting/bookkeep-
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ing, agriculture mechanics, auto body, auto mechanics, construction electricity, drafting,
general merchandising, general office, heating and air conditioning, horticulture, indus-
trial electronics, machine trades, practical nursing, printing, radio and TV repair,
refrigerators, sewn products, small engine repair, and welding.

SOCATs measure end of program accomplishment, and are a key to competency-based
learning. Participants could demonstrate their proficiencies on a national test and use the
results as a credential for employment or advanced standing in educational programs.
SOCAT outcomes will enable employers to hire young people on the basis of demonstrated
competency levels, as opposed to letter grades which by comparison often lack
definition.

Between October, 1979, and December, 1982, the American Institutes for Research
engaged in a nation-wide effort to develop, field test, and validate seventeen occupational
competency tests under the sponsorship of the U.S. Department of Education. VOCOMPS
promoted the acceptance of student competency testing in vocational education and
helped stimulate the continuing development of occupational competency tests.

After extensive interaction with vocational education leaders, the following occupations
were selected for the development of competency tests which include cognitive, affec-
tive, and performance elements:

o agriculture agricultural chemicals applications technician, farm equipment
mechanic

o business and office computer operator, word processing specialist

o distributive education apparel sales, fabric sales, grocery clerk, hotel/motel
front office

o health dental assistant, physical therapist assistant

o home economies custom sewing, restaurant service (waiter, waitress, cashier)

o technical electronics technician, water treatment technician, wastewater
treatment technician

o trade and industry carpenter, diesel mechanic.

The competency tests are intended to serve two main purposes: (a) to help teachers and
administrators of secondary and post secondary vocational education programs evaluate
and improve specific areas of their vocational programs, and (b) to provide an objective
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basis for informing participants, teachers, and prospective employers about the progress
made by young people in acquiring specific, job-related competencies. Employers might

find the results useful for objectively assessing the training needs of present employees,

as well as for selecting new employees. Each test package includes the following items:

o paper and pencil test two parts, each part requiring no longer than one class
period to administer

o a complete set of the "hands on" performance tests for that occupation, with
each test containing examiner and examinee instructions, appropriate test props;
and a test record sheet; the number of performance tests in each package ranges
from four to thirteen

o Work Habits Inventory, for use as a teaching and counseling tool in job survival
skills, and

o an examiner's manual, including directions for test administration, a summary of

how the tests were developed, technical data on test reliability and validity, and

scoring keys for the tests and the Work Habits Inventory.

The usefulness of these instruments was established through extensive field testing,

review, and refinement.

There are two state-based evaluation mechanisms that have been very positively
received the Ohio Vocational Education Achievement Test Program by the Ohio State
Department of Education, and the Occupation Proficiency Performance Standards by the
Florida State Department of Education.

Those SDAs who choose to develop similar measurement instruments and scoring devices
on their own need to ensure consistency between content and job tasks, and among
"expert" reviewers of participant performance. They must address and solve the following

problems:

o instructions to the test administrator and the examinee
o incorrect task limits
o overcueing

o verbal substitutions for performance

o lack of realism in alternative solution provided
o mismatch of test objective and test content
o standardization in administration
o lack of detail about scoreable elements
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o use of technical manuals
o adequacy of sample of performance.

Hands-on tests are difficult to develop and administer on a large scale basis. Scorer
training and materials must be formulated. Test locations must be selected. Time
requirements must be determined. Equipment needs must be filled.

In constructing scoring procedures for measuring "processes," SDAs would have to:
o specify performance criteria
o break out elements into actions
o eliminate unnecessary actions
o define error tolerances/accuracy requirements
o ascertain safety considerations
o determine time limits
o delineate sequence of actions.

In developing scoring procedures for measuring "products," SDAs would have to:
o define "acceptable product"
o decide on an observable standard for each dimension of the product
o specify time limits
o determine tolerances of each standard
o prepare scoring aids if they are appropriate or can be used
o formulate means to ensure that the project is preserved.

Service delivery areas can opt for job ape skills measurement approaches that require
less elaborate methods, and still accompli lesired outcomes. Display 126 from the
Contra Costa County (California) SDA prov. 3s an example of this. Display 127 shows
how job specific skills can be evaluated in conjunction with basic education and work
maturity competencies. (See Displays 126 and 127.)

In order to prevent abuse of their "less elaborate" measurement procedures, programs
running competency-based on-the-job training contracts tend to limit related attained
youth employment competencies positive terminations to instances where young people
failed to get jobs through no fault of their own, i.e., employer exploitation or other
violations, mass layoffs, personal injury, sickness, death of a relative, or family
relocation.
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Display 126.

3. Job Specific Skills Competency

Time Frame Pre-assessment will be conducted during the program
assessment/orientation process. Post assessment will be conducted
once the youth has received an evaluation for each job skill identified.

Instrument The pre-assessment instrument is the program assessment
process. In determining that a youth shall be enrolled in this project,
this process identifies these youth as being in need of Job Specific Skills
Competency. Attainment of these skills will be assessed via
evaluations recorded on the "Assessment of Job Specific Skills" form.

Deficiency at Program Entry All youth will receive training in this
competency via enrollment in the project.

Assessment/Attainment at Program Exit Youth will be tested via
employer/supervisor observation or testing. Evaluation will be
conducted during the last two (2) weeks of training. The project
Coordinator may either contact the employer/supervisor to receive an
evaluation of the youth's proficiency in each of the major job skills and
record this evaluation on the appropriate form, or may have the
employer/supervisor complete the form.

Youth must demonstrate the ability to meet employer expectations by
receiving a "Satisfactory" evaluation from the employer/supervisor on
each of the specific job skills identified by the employer. A minimum
of 5 skills shall be identified.

649

7 I



Participant

ASSESSMENT OF JOB SPECIFIC SKILLS COMPETENCY
PY '85 82 SELPAS PROJECT

Employer

Person Completing Form Supervisor
(put N/A if Supervisor is completing the form)

Job Classification School

INSTRUCTIONS: The youth's supervisor should complete this form via observation, or
staff may complete this form via discussion with the youth's supervisor. List a
minimum of five (5) major skills necessary in order to obtain employment in the
occupation in which the youth is receiving OJT training prior to placing the youth
at the site.

buring the last 2 weeks the youth is enrolled in OJT training, either have the
supervisor complete this form or contact the supervisor to obtain his/her evaluation
of the youth's proficiency in each skill area.

RATING CRITERIA
POST TEST RATING
Satis-
factory

Needs Im-
provement

.

.

Implications for classroom training:

OFFICE USE ONLY

PROGRAM EXIT COMPETENCY ASSESSMENT

Attained job specific skills competency: Yes No Date Assessed

STANDARD: Participant must receive "Satisfactory" on each of the 5 job specific
skills in order to attain the job specific skills competency. (If the
employer identifies less than 5 skills, youth must receive "Satisfactory"
on each of the skills identifed in order to attain the job specific skills
competency.) PAB #27-85 9-17-85
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ASSESSMENT OF JOB SPECIFIC SKILLS COMPETENCY
MR. STEAK EMPLOYER BASED TRAINING PROGRAM

Job Classification: Bus Person/Dishwasher

Participant Rater

Person Completing Form
(put N/A if person completing form is supervisor)

Instructions: The project Cooainator or the employer/supervisor is to complete this
form. Please complete the "Initial Evaluation" columns during the third week of training.
Please complete the "Post Test" columns during the last two (2) weeks of training.

RATING
CRITERIA Initial Eval Post Test

.

Satis-
factory

Needs I
Improve'factory

Satis- Needs
Improve

. Carry dirty dishes from dining room to kitchen.

. Replenish supply of silverware, glassware and
dishes in dining room.

.

3. Replace condiments in a neat, orderly fashion.

4. Supply service bar with ice, cups, and boxes as
needed.

5. Sweep and mop floors.

6. Segregate and remove trash and garbage and place it
in designated containers.

7. Hose out garbage cans.

8. Wash pots, pans mod trays by hand.

. Scrape food from dirty dishes, place dirty dishes in
racks of dishwashing machine and remove and stock
Wben clean.

PROGRAM EXIT COMPETENCY ASSESSMENT

Attained job specific skills competency:

Yes No

Date Assessed

STANDARD: Youth must receive "Satisfactory" evaluation on each of the .9 job specific
skills in order to attain job specific skills competency.

PAB 28-85 9-12-84
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ASSESSMENT OF JOB SPECIFIC SKILLS COMPETENCY
MR. STEAK EMPLOYER BASED TRAINING PROGRAM

Job Clasaification: Host/Hostess and Waiter/Waitress

Participant Rater

Instructions: The project Coordinator or the employer/supervisor is to complete this
form. Please complete the "Initial Evaluation" columns during the third week of training.
Please complete the "Post Test" columns during the last two (2) weeks of training.

CRITERLA
RATING

Initial Eval Post Test
Satin-

factory
Needs
Improve

Satis-
factory

Needs
Improve

r--1171677Efisnge, add and subtract accurately and
quickly.

2. Greet people in a friendly manner.

3. Handwriting is legible.

4. Present menu, answer questions and sake
suggestions regarding food and service.

...-

-

5. Write orders on checks.

4i. Relay crder to kitchen and serve courses from
t kitchen and 'service bar.

-

7. Observe request for any additional services and
perceive when meals have been completed.

-

8. Total bill and refer patron to cashier.
-

9. Clean and reset tables at conclusion of each meal.

PROGRAM EXIT COMPETENCY ASSESSMENT

Attained job specific skills competency:

Yes No

Date Aasessed

STANDARD: Youth must receive "Satisfactory" evaluation on each of the 9 job specific
skills in order to at4ain job specific skills competency.

PAB 28-85 9-12-84

652

714



Display .127

ROCK ISLAND COUNTY EMPLOYMENT ANO TRAINING PROGRAMS (ETP)

ETP EVALUATION FORM
Ej Work Experience

7 OJT

E VEP

Evaluation Period:

Employee Name Employer
NOTE: This evaluation form should be filled out by the Supervlsor and

discussed with the employee. Please rate the employee as accurately
as possible by placing a (v) mark in the column that best describes
employee performance during the evaluation period.

Start: End:
Very Needs Not
Good Average, Improvement ApplicableBASIC EDUCATIONAL SKILLS:

1. Able to read required material 1.

2. Able to write legibly 2.

3. Able to do math required 3.

4. Able to communicate orally 4.

JOB RELATED SKILLS:

1. Attendance....times absent 1.

2. Punctvality...times late 2.

3. Quantity of work 3.

4. Quality of work 4.

S. List specific.job skills required and
evaluate skills, i.e., typing,operation
of buffer, or other skills used.

A,.

a. Sa.
13: b.

C. c.

d. d.

e.

KEEPING/PERSONAL SKILLS:

1. Ability to get along with others 1.

2. Ability to get along with supervisor 2.

3. Initiative 3.

4. Follow directions 4.

S. Able to solve problems S.

6. Personal hygiene/cleanliness 6.
7. Appearance/dress 7.
8. Organization/schedules work 8.
9. Completes work on time 9.

10. Give extra effort when needed 10.
11. Able to accept constructive criticism 11.
12. Keeps trying in.npite of problems/setbacks 12.
13. Follows enployers rules and regulations 13.
14. Resolves conflict in constructive ways 14.

15. Shows interest in job 15.
16. Accepts responsibilities/initiates action 16.
17. Works well under pressure or deadline 17.
18. Adapts to new/different situations 18.
19. Quality of judgement 19.
20. Personal problems don't interfere with work 20.

What are employees strongest points?

What are employees weakest points?

If needed, what steps or corrective action should be taken to improve?

As a supervisor who is participating in employment and training programs, do you have any
suggestions for program improvement?

We have discussed the above evaluation and understand that it was completed honestly
to the best of the.supervisor's knowledge for the purpose of assisting the emp:oyee in
identifying strengths and weaknesses and improving where possible.

Use reverse side if more space is needed for any answer.

WE HAVE DISCUSSED THE ABOVE EVALUATION

Emplyee's Signature Supervisor's Signature

(2/7/33)

RETURN TO THE ATTENTION OF 9y

Oate Discussed ET? Staff
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C. Records and Acknowledgement of Achievement This chapter has considered a
number of ways to approach job specific competencies. Figures 29 and 30 present master
job specific skills needs identification and competency acquisition records for onsite and
course alternatives. Display 128 contains job specific skills attainment records for both
work and classroom settings, and the related certificate of attainment used in the
Montana Youth Employment Competency System.

Display 129 shows a comprehensive means of acknowledging achievement of occupational
competencies used in the West Central Wisconsin service delivery area. Display 130
provides job specific skills recordkeeping formats from the Kansas State Department of
Vocational Education. The "Upgrading Training Competency Profile" developed by
Technical Assistance and Training Cr±rporation is included in Display 131. The Florida
State Department of Education uses the exemplary "Career Map," which appears in detail
in Display 132. (See Figures 29 and 30 and Displays 128 through 132.) The appendix
section keyed to this chapter has additional certification and documentation formats.
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Figure 29-part a.

Master Job Specific Skills_Needs Identification Record

For JSS OnliteLkejk_ice"

1. Occupation 2 . Competen- 3. Skill 4. Source of 5. Pre 6. Determined 7. Point of 8. Means of 9. Intervention 10. Site

Desired cies Required Level Skill Program as Requiring Determina- Determina- Strategy (ies) Assignment

(at least 10 Needed Requisites* Proficiency Assistance tion tion Prescribed

must be listed) (Yes/No Date) ** *** ****

c

11.Mill

1..m. omma.m.a.

mlb.1.. ImmiNm.imml

r. 1..11.1111=111.

t Total Requiring Assistance

Total Not Requiring Assistance

11. Total Competencies to be Addressedt

(minimum of six (6) required for "potential" positive termination)

12. Potential (Attained Youth Employment Competencies) Positive Outcome: Yes No 1.
* List source - employer survey, MSU Curriculum Resource Team, Michigan Occupational Data Analysis System, etc.

** Screening/Selection, Intake, Assessment, EDP, Participation in Activity

*** Pre Measurement Instrumentation (by name)

**** Particular Program Activities (by name)

Relevant datalinstrumentation from the points and means of determination in **/*** above are included in file
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Figure 29-part b.

Master Job Specific Skills Competency ANuisitIon Record

For JSS On-Site "Experience"

1. Occupation 2 . Competen. 3. Skill Level 4. Pre S. iuentified 6, Intervention 7. Post 8. Means of 9. Evaluated as
Desired des Required Needed Program as Needing Strategy (ies) Program Determina. Achieving

(at least 10 Proficiency Assistance Prescribed Proficiency tion * Competency **
must be listed) (Yes/No Date) in EDP (Yes/No - Date)

=00,

am...msr

11.0.1

t Total Requiring Assistance

tt Total Not Requiring Assistance

.1...

.b...1

./..W=1,0

10. Total Competencies to be Addressedt

(minimum of six (6) required for "potential" positive termination)

11. A) Total Competencies Achi eved B) Total Competencies Not Requiring Assistancett C) Total of A and 8

12. Percentage

(minimum of 100% necessary for positive termination as determined by dividing the total in item 11-C by the number 10)

13. "Attained Youth Employment Competencies" PositiveTermination Accomplished: Yes No Date

* Post Measurement Instrument (by name)

** Relevant needs identification, EDP, and evaluation data/instrumentation are included in file



'121

Figure 30-part &

Master Job Specific Skills Needs Identification Reconl

For .158 "Course"

1. Occupation 2 . Overall 3. Source of 4. Pre 5. Determined 6. Point of 7. Means of 8. Intervention 9. Site

Desired Competency Skill Program as Requiring Determina Determina- Strategy (ies) Assignment

Level Required Requisites* Proficiency Assistance tion tion Prescribed

(course grade/
(Yes/No- Date) ** *** ****

score/rating)

10. Potential (Attained Youth Employment Competenries) Positive Outcome: Yes No

* List source employer survey, MSU Curriculum Resource Team, Michigan Occupational Data Analysis System, school program

qualifications, etc.

** Screening/Selection, Intake, Assessment, EDP, Participation in Activity

*** Pre Measurement Instrumentation (by name)

**** Particular Program Activities (by name)

Relevant data/instrumentation from the points and means of determination in **I*** above are included in file
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Figure 30-part b.

Master Job Specific Skills Competency Aeouisitiori Record

For JSS "Course"

1. Occupation 2 . Overall 3. Pre 4. Identified as 5. Intervention 6. Post 7. Means of 8. Evaluated as

Desired Competency Program Needing Strategy (ies) Program Determina. Achieving

Level Required Proficiency Assistance Prescribed Proficiency tion * Competency**

(course grade/ (Yes/No -Date) in EDP (YesMo - Date)

score/rating)

9. "Attained Youth Employment Competencies" PositiVe Termination Accomplished: Yes No Date

* Post Measurement Instrument (by name)

** Relevant needs identification, EDP, and evaluation datalinstrumentation are included in file



JOB SPECIFIC SKILLS ATTAINMENT RECORD

Display 128 (Form 1 Work Setting)

Trainee SSO Date

Program Operator Location

Employer Location

D.O.T. Code Initial Wage

Occupation Component (OJT, WE, Tryout Emp. Other)

Directions:
List work elements and skills necessary to be employed in this occupation. These

skills should relate to those specified oh the job description attached to the OJT
Contract or Worksite Agreement.

Job Skills:

2.

3.

4.

5.

6.

7.

8.

9.

10.

Initial Ending
Skills A Skills
Yes N Yes No

Employer Comments:

Initial Assessment conducted by

Post Assessment conducted by

Competency attained for

JSTD 36 (New 10/84)

Employer/Staff

Employer/Staff

Occupation

659

725

Date

Date

Yes No



JOB SPECIFIC SKILLS ATTAINMENT RECORD
(Form 2 Classroom Setting)

Trainee SSO Date

Program Operator Location

Training Program Location

D.O.T. Code

Training for Component (Classroom Training, Other)

Directions:
List necessary skills for entry-level employment in this occupation. These skills

should be measurable and attainable and be based on a standard job description for a
position in the occupation, or on standatd elements for certification in the field,
e.g., Licensed Practical Nurse.

Job Skills:
(Source of information for identification of skills.)

1.

2.

3.

4.

5.

6..

7.

8.

9.

10.

Initial Ending
Skills I Skills

Yes Nol Yes No

Instructor Comments:

Initial Assessment conducted 1*

Post Assessment conducted by

Competency attained for

JSTD 37 (NeW 10184)

Instructor/Staff

Instructor/Staff

Occupation

660

72 6

Date

Date

Yes No



This is to certify that

has met the goals for and attained the competency:

Job Specific Skills

For the occupation:

Conducted by:

141=10=11

Montana

Department Of Labor And Industry

Job Service And Training Division

Date
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This is to certify that

has completed a high school vocational course in

MGM VALVE METALWORKING PRACTICUM

Furthermore, this individual has reached performance levels for various skills
within this vocation. These levels and the rating scale used are attached

to this certificate.

Employer Trainer
Principal

CESA Administrator

134114111011114111111naill4111114101°113"1"1214an""1111°1124 SARI° III
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JOB S1ILL:11'1G SK.I.LLS

Specific Job Skills Learned

1. Able to read micrometors

2. Able to do job math using decimals

3. Able to read and interpret blue pKints

4. Able to make internal and external threads

5. Able to use tape and dyes

6. Able to sharpen drill bits

7. Able to use thread guages

8. Able to determine threads per inch size learned

9. Care, maintenance, and safe operation of:

A. Engine lathe.

B. Internal cylindrical grinder

. C. External cylindrical grinder

D. Verical milling and shaping machine

E. Buffer and polisher

F. Drill press

G. Power hacksaw

H. Band saw

I. Metalizing (flame spraying) apparatus

1. Able to read guages

2. Able to read flow meter

3. Able to safetly handle acetylene oxygen tanks

731



THE REA.SONS roR THIS CERTIMATION

Students graduating from most high schools are issued only a diploma as
credential for employment. This alone does not always give prpspective
employers or technical schools a clear idea of un individuals capabilities,
experiences, and talents. This certification and rating for students
completing this private sector trainirg program hopefully will point out:

1. The quality of workmanship he/she is capable of performing.

2. Their ability to learn skills on the job.

3. Specific skills they are capable of performing.

4. Employability skills such as dependability and reliability
they have demonstrated.

For verification of this rating, additional information, or additional copies
of this rating chart, write to Tim Hallock, JTPA Coordinator, CESA #10,
725 West Park Avenue, Chippewa Falls, WI 54729. Release of official records,
including attendance and grades, can be attained from Owen-Withee
High school, requires written authorization from the student involved.

HOW SKILL IS MEASURED

Each skill on the task analysis is defined in terms of observable
behavior and it is on his/her observable behavior that the trainee is rated
by his/her employer trainer. The employer trainer was also the supervisor at
the workplace where training took place. The level "3" is the baseline,
indicating performance comparable to that of a new journeyman in a trade and
does not refer to grades received in a specific course.

The rating scale is attached to the right of the task analysis list for each
area studied.

Level
Speed mnd quality with initiative and adaptability and can lead
others in pPrforming_this task. 6
Performs task with more than acceptable speed and quality and with
initiative and adaptability to sPecial problem situations. 5
Performs task without supervision or assistance.with more than
acceptable speed and Quality of work 4

Performs task satisfactorily without assistance and/or supervision. 3

Performs task satisfactorily but requires periodic supervision
and/or assistance.
Performs taski but not without constant supervision and some
assistance.
Cannot perform this task satisfactorily for participation in a work
environment. 0
Has not learned task or skill.

I -

Adapted from DACUM System developed by Robert E. Adams,
Dartmouth, Nova Scotia, Canada

664
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Aame:

Social Security Number:

Preassessment for Job Specific Skills

Directions:

Evaluate this person by checking the appropriale number or letter to indicate the degree of

competency. The rating lor each lask should reflect employability readiness.

Rating Scale: 3 Above Average

2 Acceptable

1 Needs Improvement

N No Exposure/Not Observed
t 1984 Instructional Material; lAboratory

c:h

CLERICAL/SECRETARIAL

In

Initial Rating:

Update:

(blue

(name, date) (black ink)

(name, dale(

(name, date)

These levels are for secretary only; slight variations occur for stenographer, clerk, typist, and wordprocessor operator.

3 2 1 N

PM111141

1111

1=.11,...
..,/
1

Educational Development

1, Reasoning; Apply principles ol rational systems

(bookkeeping...) lo solve practical problems

2, Reasoning; Deal with a variety of concrete

variables in situations where only limited

standardization exists

3, Reasoning; Interpret d variety ol instructions

furnished In written, oral, diagrammatic, or

schedule form

4, Math: Compute discount, interest, profit, and loss:

comMission, markup, and selling price: ratio,and

proportion, and percentage. Calculate surfaces,

volumes, weights, and measures

5, Math/Algebra: Calculate variables and formulas;

monomials and polynomials; ratio and Proportion

variables; and square roots and radicals

6. Math/Geometry: Calculate plane and solid figures:

circumference, area, and volume. Understand

kinds ol angles, and properties ol pairs of angles

7. Reading; Read novels, poems, newspapers,

periodicals, journals, manuals, dictionaries,

thesaJuses, and encyclopedias

8. Writing: Prepare business letters, expositions,

summaries, and reports, using prescribed lormal

and conforming lo all rules ol punctuation,

grammar, diction, and style

9. Speaking; Participate in panel discussions,

dramatizations, and debates. Speak

extemporaneously on a variety ol subjects

10. Specific Vocational Preparation: Over one year up

to and including two years

Basic AptiludeslAblilties

1, Intelligence: GATB level 2

2, Verbal; OATB level 2

3, Numerical: GATB level 3

4. Spatial; GAM level 4

5. Form Perception: GATB level 2

6. Clerical: GATB level 2

7. Motor Coordination: GATB level 2

6, Finger Dexterity; GATB level 2

9. Manual Dexterity; GATB level 3

10. Eye.Foof Coordination: GATB level 5

11, Color Discrimination: GATB level 4

12, Physical Demands: Sedentary work that includes

reaching, handling, fingering andlor feeling,

talking andlor hearing, seeing

13. Environmental Demands; Inside work

14. Exhibit a preference lor activities concerned with

the communication ol data

15. Exhibit a preference for activities involving

business contact with people

16. Exhibit adaptability to situations requiring the

precise attainment of sel limits, tolerances or

standards

17. Exhibit adaptability to performing a variety ot

duties, often changing from one task to another

of a different nature without loss of efficiency or

composure
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Name:

Social Security Number

Job Specific Skills

Directions;

Evatuate this person by checking the appropriate number or letter to Indicate the degree of

competency. The rating tor each task should rellect employability readiness,

Rating Scale: 3 Above Average

2 Acceptable

1 Needs Improvement

N No ExposuretNol Observed
0 1984 Instructional Materials Laboratory

3, 2 1

Organizing and Planning

1, Organize tor meetings (people, places, and

materials)

2, Plan work lor others

3, Plan work lor sell

3 2 1

Supervising and Implementing

4, Assign MA to others

5, Make travel arrangements

Coordinating and Performing Activities for

Employer

6, Make noles on employer's Incoming mall

7. Prepare employer's travel expense

statements

8. Maintain employer's appointment calendar

9, "Screen" persons who want lo talk to

employer

Inspecting and Evaluating

10, Verily charges on services rendered

11, Inspect copy for legibility and neatness

12. Inspect documents, such as Invoices and

checks, for amounts and dates

13. Inspect material received lor completeness

and damages

14. Inspect supplies for recording purposes

15, Inspect correspondence and reporls

16 Edit coov lor orammar, spelling, and

'735

EJIIU
lig Performing Clerical Activities

II 23. Clean typewriter

1111111 24. Compile data for charts and reports

111
25. Deposit checks or cash in bank or cashier's

office

26. Maintain petty cash

27. Order supplies for office from supplier or

centrat stores

28. Place telephone calls

29. Prepare payroll

1111.11 30. Receive telephone calls

11111111

CLERICALISECRETARIAl

Initial Rating:

Update: (name, date)

(blue ink)

(black Ink)

(name, date)

(name, date)

Maintaining Flies and Library (Manually and

Electronically)

t 7, Develop electronic filing lorms

18. File materials

19, Retrieve materials or information from tiles

20. Maintain classified or confidential tiles

21. Search tor missing materials In files

22. Control security of classified/conlidentlal

materials

3 2 1 N

Performing Mall Activities (Manualty and/or

Electronically

31. Address letters or packages

32, Maintain mailing lists

33. Process incoming mail

34. Process outgoing mail

3 2 1 N

PerlormIng Stenographic Activities (Secrelarit,

35, Compose correspondence

36. Take dictation

37. Transcribe 9ype) from shorthand outlines

Typewriting

38, Make typewriter corrections

39, Proofread typewritten copy

40, Transcribe (type) born recorded media (belt

disc, or tape)

41. Type data into computer

42. Type data into word processing equipment

43, Type business forms

44, Type correspondence

45. Type materials from handwritten copy

46. Type reports
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WORD PROCESSING CENTER

UPGRADING TRAINING
COMPETENCY PROFILE

TECHNICAL ASSISTANCE &TRAINING CeSPORATION
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WORD PROCESSING SPECIALIST

TECHNICAL ASSISTANCE AND TRAINING CORPORATION

WORD PROCESSING CENTER COMPETENCY PROFILE

LEVEL OF
SKILL AREAS AND SPECIFIC COMPETENCIES START DATE COMPETENCE

DATE ATTAINED ATTAINED*

1.00- COMPREHENSION OF BUSINESS DOCUMENTS

1.01- Use Reading Techn kyle to lepers Cm/woollen. ton I 2 3

1,05 - Reed end Wall Goners! and Business Documents

......... ......... .. . . . .....
I 2 3

1.03 . Fellow Do lh Millen and Orel Directions to Colville Tads
I 2 3

scsms ass/m.1.m bxems.sms s sm, .......... s s 4 . .15 e .. . .. . v . e . 6 .9.

1.04- Determine Mein Ides and Purpoee el WWI Ind Dullness Documenle
1 2 3

2.00 - EDITING

2.01- identify end Du Nouns, Verbs, Adiscliroe, and Pronouns

2.02-1611111y and Use Adverb., Prepoellions, Conlunolions, end inlerisollone .

2.03- IdenIlly Proper dobleci-Verb,Aposmen1
.... ,........ ... V 1.40. PODS V. AS 11. /11.:*0.111M .0 =4 . . .. ... v . .., . ........................

2.04- Edit Mime Du:melds lor 'Proper Funoluolion

2.05- Edll Document. tor Cared Donlon.. ihruolure

2.011, Spell and Divide Words Correctly In 1 WWII COMM
...................... .......... .... .............. ..................._........... .

2.07- Idonlily Correct Word Usage In 0 Business Coldest
.

2.01- Compose end Edit Acoursieliv Sushi... Toil al a 10Ih Grade Level

. ... .

......

..

.

........ ...

1

I

I

1

1

1

1

1

2

2

2

2

2

2

2

2

3

3

3

3

3

3

3

3.00-KEYBOARDING

3.01- Identlly Sole Per% Operations, end Functions ol IBM Correcting Bemoirlo II 1 2 3

3.02- Worm halo TydewrItinp Operations To Build Speed end homy 1 2 3. 11.... f 1..M. .110M. I. I .
1.03 - Type Streluhl Copy at s Reis et 36 op* 5 or Fervor Errors 1 2 3

IAA ,''. t^Ith ci u 1. .10..1.034
1



OR PROCESSING CENTE COMPETENCY P OFILE
......--,........... ........._.......................

LEVEL OF

SKILL AREAS AND SPECIFIC COMPETENCIES START DATE COMPETENCY

DATE ATTAINED ATTAINED s

4.00 - BUBINESS FORMATS AND erne

4.01- Identify end Typo Blandon' Business Corteepoodenoo
..__,................

4.02 '. Identlfy Ind Typo Ohm Solon Formals
4 of %I

4*

4.03- Create and Type Formals lor Legal, MONO, and Nor Documents

. _................. .......... I

I

1

1

2

2

2

3

'

3

3

SAO - PRODFREADINO
/

6.01. identify Standard Nobody's Marks 1 2 3

I 1 fn. . 1 .0 . 1 0. ..... 1.1. , r 1 0,1 0 10 b./0 Ip f. . IR

..

6,02- prow pusineas Documents for Errors of Opelling, Grammar, Punctuation, end

Fomst
1 2 3

OA - MACHINE TRANOCRIPT1ON

0.01- Idonilly Paris end Nylons of boner:rip lion Equipment
.... 9. . . . . .... .,..... PIM f .

0.02- Mumble TranscrIplIon Equip.reent for Opors11011

0.03- Transcribe Blanderd Business Commandoes (Letters, Momorode, Reports,

and Manuscripts)

1.04. Transcribe Legal, Medical, and Other Documents

.

. ...

1

1

1

1

4.

.

2

2

2

2

3

3

3

3

7.00

I

- WORD PROCMINO E0111PLIENT OPERATION
.

7.01- IdonlIfy Parls,IFestorse, of Functions of Koos ORO..
0 o 1. I

.

......

........

..,.

.

_

Ma .....

......,.....

,..............

.. .

....

..M1...........,

1 2

1 2

1 2

1 2

1 2.......

3

3

3

3
.

3

....,....................,,. 1.1 a

7.02. Los, Keyboard, and Blom Tot

LOS -Opetile Solo Fositlfes of Xoro 110 Printer lo Print Short Common!,
. . ...............

7.04 .Koyboord a Docu/nont Using Basic Forman', Funcilons
. .... .

7.06-Perform SImple Editing Functions 10 Revise Test .. ...
Loa biles Continued Pepe 3

740



0

WORD PROCESSING CENTER COMPETENCY PROFILE

SKILL AREAS AND SPECIFIC COMPETENCIES START

DATE

DATE

ATTAINED

LEVEL OF

COMPETENCE

ATTAINED*

- Produce Muni-pap Documents llequiring Page End end Hyphenation Onoleinne

irom Typewritten Copy

- Edit Documenis Using Advanced Formal Decisions

7.011- Edlt Heavily Revised Nom*

re 7.00-Produce Simple Filelislicst Documenle

7.10 - Produce Documents Using Various Print Options and Slyiee

1 2 3

1 2 3

1 2 3

I 2 3

1 2 3

8.00 - WORD PROCESSING CONCEPTS AND PROCEDURES

8.01- Name and Describe the Major Equipment Types arid Methods or

Organitallon and Output Used In a Word Processing Environment

. . ......_.

........ ,

1

1

I

2

2

2

3

3

3
.,

8.02- Describe Ihe Entry Level Word Processing Job and Misled Career Paths

8.03 - File lierns According lo Alphabelloall Numerical, Subject, and

chronological Order
.........

8.04- Follow InelruclIons on Request Form and Proosdurei for Documenting Work

Processed by 0 Word Processing Specialill

0.00 - W0111) PROCESSINO PRODUCTION SIMULATION

:..
1.01 -Procne boles WW1 whh Spelling Errors irom Mend Drall

............

1

1

1

2

2

2 3

9,02 -Process Multi-page Deport Item Typed Copy Thal Iles Been illnd Edited

by Originator

1.03 - Process Final Diehl ol Three-pege Pre-keyboarded Wier with Heavy

Wording end Forms! RevIelons

* I -Competency Attained, 2 - Skill Level !Memel Competency Ilequiremenle, 3 - Enoeplional Proficiency Of I



WORD PROCESSING CENTER COMPETENCY PROFILE
.I NNOlm........... .a.

LEVEL OF

SKILL AREAS AND SPECIFIC COMPETENCIES START DATE COMPETENCE

DATE ATTAINED ATTAINED *

10.00 - WORK HABITS AND ATTITUDES

10.01- Attend and De On Time

.,

10.02 - Demonslrale Proper (Minim Dress end Oroomlog

pa.. o .

....... ...

.

..-

..., .... .

/ 0

'I

1

..

1

1

2

2
.

2

2

2

3

3

3

3

3

3

0

10.03 - Seek Holp From Supervisor end Poem hoop! end Apply Conolruollve

coolant
a........_.......... Of ei POO . -,.-- ...P.M 1 -.... ler , . . .. ... . ............,.................

10.01- Osmonstrale hrvIne Orlentod Winner In Dieting rrith OrIgInslore

10.01 - Show Concern lor (haply 031 Documenle Pronessod and ilsleased to

Oripinstors
..... a.m... ...... .... -on .. ee . ...1.. .... ......... roi - .. .. v....of. . o. ...... .......

10.01 - Idenlily end Use the Noe& Teohnlquel Ind Pronethass lo home

Employment --------..........----
...v.

11 - Compliancy Allelnid, 1- SkIll level Surpasses ComptIonoy Tlegokernerds, 3- Esospllanal Prollelinoy

744
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Display 132

CAREER ACHIEVEMENT PLAN

(CAREER MAP)

Basic Ak Conditioning. Refrigeration.
and Heating Mechanics

1847.02211
Air Conditioning, Refdgeration,

and Heating Mechanics
(847.0201)

Ak Conditioning. Refrigeration.
and Heating Technology

(815.0501)

DIM NIETET ACIINVENENT PLAN RECORDS na
ACHIEVEINNTS Of:

Sou N Rob
DINATIRPIT OF ILILICATON
RekIl D Totowa. 0 lassun
Worm Amu
0 sow nom. Osiennws Two toss
m memo soonnow ftienlint wept.
Atm bitamit &Amin

ROMA: A STATE Of IDUCATEINAL CRITINCTION "On 3oRmAds wow"
aloNland ichavormnt Into Sam of Rods Rawl SIN st Ow wow issmti
mile welt fm win. as income owinwor meow aims id wornerwa."

AUTHENT/CATION
INSTRUCTORS AM REQUESTED TO AUTHENTICATE THE DEGREE OF MASTERY
ACHIEVED SY THE STUDENT SY CHECXING THE APPROPRIATE BOX EACH TIME THE
STUDENT MASTERS A COMPETENCY. !ATER. IF THE STUDENT ACHIEVES A HIGHER
DEGREE Of MASTERY OF A COMPETENCY. THE HIGHER DEGREE SHOULD BE RECORDED
AND AUTHENTICATED SY THE WSTRUCTOR.

INSTRUCTORS ARE ALSO GEQUESTED TO INDICATE THEIR RM. NAME AND SCHOOL
ADDRESS IN THE SPACE BELOW:

alquitux-

-zwaivenui7

11.2.inan

672

MIRO TO THE DIPLOM

10 =OWN
CPI PEPIPCININCI

AFLAII OF PECIALIZATION

I AIR C011317131010 I4AT10 11101110AN
107.111410

2 API CONDITONOID NITALUDINITIACIR
1137.214113

3 1111113 NA 00110T01110 ANCHANC.
11121.1mN. 037.2111414)

NITIODIAININ %SCRAM
137.214220
An 0:1407101111111 ii104Anie NILPIR
INDMITIAL 137.11114010

03.0111011.10 WALLIS.CORI=
437.2111414)

7 RANKS mum WAWA HOT NA
1$01.211.010

MINCE INITAALNI HOER
11113.11144221

commor VIRCom MAP ..171101shAn
enniSan Wineinnbennil 11 0.111111 Cerdiong
Carmas Anomelo PACCA). ail es inimal lvOW= Iv An Gramm nnen 11 1101.
TARA, Rp ANEW

This inortution noires IAN N Oudents Owe in RN
NINNTNINNIV for lhar own vOcatanal dolvskOrnent
Ow °bite*. to help Miners mums restomMilY
Milo amain. RN Nub Medal 212 onto maxim
womesmins N7101arDRIL Initnicoon competency.
besot Ind students ws evaluated on how wsl Mr,
CII pinfOrin ipecac WSW

Cowan of wady in NONA fields ham boon developed
which meat Ow Indlyklual to terxme 03MInnern IN
EM cOMORNINI toIls *RN, EM Beld. The cornpren.
Dm. swage skill, awe propirsd by avow of mole
from ths oocupedome field.

A "3" IRAS ININW the &OM 01 OTerlOranO Mr-
maIN imicioad with I skilled parson with two to
Ono yews of mowlonco. The studem corrosions
pogrom of imam-ion is simmid to have Ow mOority
of ratites st ths "1" and "2" Melo
Stile without mews indium or ths sextant Ms not
mostsred Ms WEL It U1082610 the Pure was no op.
core-WN cs erne to study ths sail at thst Ow ocoupr
tionai wits of stimsoon did not require it. Only dulls
mostand by Ms student MI he mod by ths inicuotor.

&Totowa ws said to meow dun Mil mono'
Ponodlcally so Ma V.a wroloyw of ths irelivolud
hwe to, ongoing matinees of Ow erroMym's US
diveloornent mods.

Employers nwy fod V.a 1110404 whievemsra useful
in pluming for promoting, asowirimm, and addl
bond winkle.

COOPERATIVE WORK EXPERIENCE
IN ADDITION TO CLASSROOM TRAINING AND LABORATORY PERFORMANCE IDENTIFIED
ON THE CAREER MAP. THIS STUDENT HAS PARTICIPATED IN COOPERATIVE WORX
EXPERIENCE WITH EMPLOYERS AS SHOWN BELOW:

Ininann

1.00.0
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MI COPY AVAILABLE



Basic A Condidonkig, Rsfdgssdon,
end H.sdng M.chsnlcs

(047.0221)
Air CoodMoning. Raidgoratlon.

end H.adng Mechanics
(847.0201)

Air Condkloning. R.fdgsridon.
and Hsatkig Thchnology

(815.0501)

PROU
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14. Conclusion
Approaching youth employment competencies systemically is the best path to travel for
several basic reasons it's logical, it's common-sensical, and, it works! There are those
who will decry the more perceived than real structural and procedural "intrusion" into
their "right to do anything they want." Most others will willingly accept this framework
within which to exercise strategic, substantive, contextual, and sequential latitude at the
local level. A systems approach provides a common-denominator effect that gives
competency-based programming across the country a certain credibility, comparability,
and consistency that, to date, has been missing.

The employment and training field under JTPA is "buying into" youth competencies and
working hard to set up good competency-based programs. Over two-thirds of the states
and territories have formed task forces focusing on various dimensions of the competency
concept, with these groups being composed of persons from companies, schools, unions,
PICs, SDAs, state staffs, community-based organizations, and project contractors.
Approximately 400 SDAs in cooperation with their local PICs have solid, operative
youth employment competency systems covering at least one of the three competency
areas. Across the country, in-school and at-risk youth are being served because of the
institution of the competency construct, despite fears of Creaming. Establishing youth

employment competency systems lets programs move beyond labels and assumptions to
serve those most in need and capable of benefiting from participation. Projects can now
identify the learning requirements of young people in relation to their desired post
program labor market status, and address them within a continuum of activities couched
in a hierarchy of career development.

Though a lot has been done, more remains to be accomplished. It could take 3-5 years to
design, implement, and refine a comprehensive competency system. The "technology of
competencies" (writing competency statements, instituting measurement instrumentation,
formulating teaching methodologies, collecting and utilizing the data generated) must be
set up within the context of the way programs operate, the target groups they serve, the
results they seek, and the local circumstances they face. In order to avoid reinventing the
wheel, necessary linkages must be forged. The partnership basis is often the only means
to secure particular learning tools, hardware/software, equipment, materials, supplies,
facilities, space, tranaportation and other support services, which are required to best
assist young people in moving from school to work. Once developed, the groundwork is
always there. Every so often, as programs change, systems will need to be reviewed and
updated probably at least once a year.
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Due to the numbers of different organizational units under JTPA that are involved to
some degree in youth employment competency systems, it becomes clear that 'many
operational and administrative variables on the national, state, and local levels must be
addressed. This document has started that process. While it has not created anything
new, it has presented a different arrangement or order to ideas, factors, and functions
that have been around for a while, but never in combination as a congruent whole. This
document discusses what should be done to satisfy the requirements for a sufficiently_
developed youth employment competency system. It discusses what should and could be
done to better serve young people in a competency-based mode. It has provided an
extensive range of exhibits in a fairly flexible fashion to facilitate matching the
appropriate resources with the right entities at the proper point in their evolucion. If,
perchance, anything in this document appears new, it is hoped that it becomes familiar
aqd even old soon. Should that occur, its purpose would have been carried out.

The growth of the competency concept is a dynamic, not a static, process, requiring a
commitment to extended follow-through. The underlying premise is that JTPA represents
a revamping of the way young people are served by the employment and training field.
For the first time, youth programs will be able to attest to the skills youth attain through
a competency-based approach. The final measure, of course, is having young people
obtain jobs, get into the military, join apprenticeship projects, be admitted to higher
education, enter non-Title II training, or return to school.

It is probably best to close with an "optional," self-graded quiz. The questions are
randomly selected, and touch only a small portion of the points covered herein. They
should give a general sense of where one is, however. The quiz includes the following
questions:

1. What is a "competency"?
2. List the major youth employment competency areas.
3. Define the term "benchmark."
4. Write a sample competency statement, and label its primary elements.
5. Indicate five reasons for using competencies.
6. What are the main types of measurement?
7. Differentiate "norm referencing" from "criterion referencing."
8. Define the terms "validity" and "reliability."
9. Explain the concept of "test bias" and list three forms it takes.
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10. What is "computer managed instruction"?

11. What is "curriculum validity"?

12. Explain the meaning and impact of "teaching to the test."

13. How can the effects of subjectivity be mitigated in the measurment process?

14. Differentiate "cognitive," "affective," and "psychomotor."

15. Define "performance-based contracting" and indicate its role in competency-
based employment and training programs.

16. What is the "hierarchy of career development"?
17. List the items to be included in a "curriculum aintract."

18. How can competencies help programs spend the 40% and combat "creaming"?

19. Differentiate state/local roles aad responsibilities in the field of yo..ath

employment competencies?

20. List the components of a sufficiently developed youth employment competency
system.

21. Explain the importance of certification.

22. Indicate the difference between "Completed Major Level of Educationr and
"Attained PIC-Recognized Youth Employment Competencies."

23. What constitutes minimally acceptable documentation to prove that gain

occurred during the period of program participation?

24. What are the key accountability/decision-making points in a competency-based
employment and training program?

25. List the criteria to be met in implementing the EDP process.
"BONUS" (Answer one of the following):

a. Select one of the major youth employment competency areas and explain
the different programming options it presents, or

b. List the main youth positive termination categorieF; and the JTPA yoth
program performance standards, or

c. Cite the sections of the JTPA law and regulations that directly refer to
competencies by name, or

d. Define "JASR."

Finally, Systems Approach owes a special vote of thanks to several very special
individuals, apart from the fulfillment of any official function. Without their love,
support, and presence, this document would not have seen the light. As these words come

to them, they will understand, feel, and smile. They are the ones who first trod the path,

to make it better and easier for us to follow.
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ITEM 2 A.

Ire 4."41,4140:es.

BILL CLINTON

WILLIAM D. GADDY

GOVERNOR

ADMINISTRATOR

ARKANSAS EMPLOYMENT SECURITY DIVISION
P.O. OK 21081 LITTLL ROCK. ARKANSAS 72a03290.

JTPA Employment Development ESD
Issuance 84-22

TO: PIC Chairman, SDA Grant Recipients and State Grant 3ubrecipients

FROM: Sharon J. Robinette, Director,740d.

DATE: January 19, 1984

SUBJECT: Reporting Requirements for /buth who Attained Competencies as
Recognized by the PIC

Purpose: Sectiot 106 (b)(2) of the Act required "attainment of employment
competencies recognized by the Private Industry Council". This issuance
provides guidance for receiving credit for youth who have attained employment
competencies as recognized by the PIC.

Background: Oa October. 7., 1983the Department of,Iabor published Issuance
7SIElt7-3:71F which revised the definitions Of the.positive termination rate for
youth and the cost per positive termination. The modified definitions take
into, account those youth who are reported on the JTPA Annual Status Report
(JASR) under the "youth entered =subsidized employment" and "youth
employability enhancement" categories .211Lis those youth who attained youth
enpicyment competencies as recognized by the PIC.

Because the concept of recognized employment competencies is relatively new
and likely to vary among the areas, the Department of Labor has not defined
this term and, therefore, cannot collect standardized data on it. Instead,

the Delertment will analyze the types of employment competencies that the PICs
recognize. This researdh will he used in any future modification of the
performance standards or the JASR.

To the =tent that the Governor determines that a service delivery area (SDA)
has a youth competency system in place and that the PIC has.recognized the
employment competencies, the Governor may include terminees who have attained
the PIC recognized employmert competencies in the establishment and subsequent
maasurement of the two positive termination standards for youth (positive
termination rate and cost per positive termination).

The JTPA Procedures Manual, Part VII MIS, provides inntructions for completirm
MIS records for participants who have attained employment competencies.

AN
SERVICE

"AN EQUAL OPPORTUNITY EMPLOYER"
681

753



On November 10, 1983, the Governor's administrative entity provided each PIC
chairperson, SDA Grant Recipient and state Grant Recipient with a Technical
Assistance Guide to a competency approach.

Action Reouired: In order for an SDA to have an acceptable cmpetency system
and receive credit for attainment of youth competency as a positi-Ye
termination the following must be in place:

1. A system that has been certifed by the Private Industry Council.

2. A system that assures participant assessment at program entry which
determines the level of cmnpetency.

3. A system that assures services are chosen which remedy :he identified
deficiency and build upon strengths.

4. A system that assures assessment and training are compatible and work
together to remedy competency deficits.

5. A system that assures records are maintained certifying attainment of
competency.

6. In the competency area of job-specific skills, the PIC has established
skill level guidelines for each occupational training activity funded in
in its area.

7. Complete appropriate forms as outlined in the JTPA Procedures Manual,
Part VII, for participants who have attained employment competencies.

8. The competency system has been outlined in the SDA's appived plan.

If you have questions on this matter, please contact your SDA liaison.

SJR:RP:bel
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ITEM 2 B.

NOTE:

The following definition of an adequate youth competencies system was
approved on February 23, 1984, by the Evaluation Committee of the Governor's
Council on Job Training Coordination for recommendation to the State Council
at the May 1984 Meeting.

Definition of an Adequate Youth Competencies System

The Governor is responsible for defining criteria for adequate youth
competencies systems and for ensuring tht SOAs which elect to develop a
system meet the state-defined criteria. she factors considered in formu-
lating the proposed definition are:

(1) Provisions of the Job Training Partnership Act and Federal
Regulations.

(2) Experiences of youth competencies systems in other states.

(3) Georgia's concern that energy and dollars not be diverted .

from JTPA's primary goal -- preparation of youth and un-
skilled adults for unsubsidized employment.

Criteria for an Adequate Youth Competencies System

An adequate system includes:

(1) Development of the system in one or more of the following
three competency areas identified by the Secretary of Labor:

a. Pre-employment and Work Maturity Skills
b. Basic education skills
c. Job-specific skills

(2) PIC recognition of the youth competencies which are required
for entry into the local .

(3) Youth training programs which teach the competencies identified
by the PIC.

(4) Assessment of client competencies at program ento to determine
areas of deficiency and to identify the training needed by -ach
client.

(5) Continuing measurement of client competencies using valid and re-
liable instruments and techniques.

(6) Development of a system for recording and reporting measurement
results, including certification of the competencies attained.
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Item 2 C.

INSTRUCTIONS FOR PREPARATION

OF

YOUTH EMPLOYKENT COMPETENCIES

PART H, SUBPART A, SECTION 3

OF THE SDA jOB TRAINING PLAN

UNDER TgE JOB TRAINING PARTNERSHIP ACT
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REQUIREMENTS
FOR THE SUBMISSION OF

YOUTH EMPLOYMENT COMPETENCIES

1. Purpose:

The purpose of these requirements is to enable the service delivery area to submit
local Youth Employment Competencies as part of their PY 84-85 job training plan.

2. Youth Competency System:

The Commissioner of the Department of Labor is charged with the responsibility of
ensuring the development of an adequate youth competency system. In order to
include youth competencies in calculating performance standards, the system must
include the following:

(1) PIC recognized youth employment competencies necessary to obtain entry-level
employment in the local labor market;

(2) A training curriculum which is designed to teach the competencies desired;

(3) Measurement of client competenci..s using valid and reliable instruments and
techniques;

(4) An efficient system for recording and reporting measurement results.

3. Effective Date For the Inclusion of Youth Employment Competencies in the
Caleulatia-aince Standards:
For SDAs who have submitted PIC recognized youth employment competencies
December 31, 1984 and received notice from the Department of Labor that the i. youth
competency "system" is acceptable, the effective date will be July 1, 1984 thro,,,rh
June 30, 1985. This will allow SD As the opportunity to receive retroactive cred or
individuals who have attained PIC recognized competencies since the beginnhig of
Program Year 1984.

SDAs submitting PIC recognized youth employment competencies after December 31,
1984 and who have been notified of the acceptability of their YEC system by DOL, can
take credit for individuals enrolled after the date a YEC submission.

4. Revisions to Youth Employment Competencies.

Revisions or additions to P/C recognized youth employment competencies may be
sub. iitted once each quarter following the quarter off initial submission.

Submit three (3) originals and five (5) copies to Mary Jane Meehan, Director, Division
of Employment and Training, N.J. Department of Labor, llth Floor, Room 1103,
Trenton, N.J. 08625.
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Job Training Plan

Part II. Program Services Narrative

Subpart A. General Plan Narrative - Overall Manning Approach

Section 3. Youth Employment Competencies

(a) Describe PIC involvement in the development and refinement of the
SDA's youth employment competencies.

(b) Describe assessment procedures for youths before, during, and after
training, which will be provided by the SDA or service provider.

(c) Describe procedures for documentation of assessment data.

(d) Describe means for providing certification of youths who achieve
youth employment competencies.

(e) Describe method(s) for field testing and validation of youth
employment competencies.

(f) Provide assurance that the ultimate goal of providing training in the
SDA youth employment competency system is placement into
unsubsidized employment.

(g) Complete Attachment A, "Recognition Sheet", with this submission
rad any future YEC revisions.

(h) Complete Attachment B, "Youth Employment Competency Work
Sheet". This form must include competency area, competency,
cornpAency indicators and benchmarks required to determine the
achievement of competency.

(1) Specify the number of competencies to be achieved by youth in each
competency area before credit will be awarded for a positive
termination.
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DATE:

RECOGNITION SHEET

YOUTH EMPLOYMENT COMPETENCIES

The Chief Elected Official(s) and the Private Industry Council herewith submit Part II, Subpart A,
Section 3, Youth Employment Competencies for the Service Delivery Area.

Accepted and agreed by the
Chief Elected Official(s).

The attached Youth Employment Competencies
have been recognized, accepted, and
agreed by the individual named below on
behalf of the Private Industry Council:

Typed Name of Chief Elected Official Typed Name of PIC Chairman

Title

Rifling Address Mailing Address

Signature Signature

Date Date
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ATTACHMENT 8

YOUTH EMPLOYMENT COMPETENCY

WORK, 3111W.T.

COMPETENCY ARRA COMPETENCY COMPETENCY INDICATOR BENCHMARK

7
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ITEM 2 D.

North Carolina Department of Natural
Resources &Community Development
James Et Hunt, Jr., Governor James A. Summers, Secretary

SDA ISSUANCE NO. 84-25

UIVISION OF
9.4PLOYMENT
AND TRAINING

James A. Wit
Director

Tete Otone 919 7334143

September 14, 1984

SUBJECT: Youth Competencies

PURPOSE: To transmit DET policy regarding youth competencies

BACKGROUND: Section 106(b)(1) of the Act establishes the basic
measure of performance for aault trainin& programs
under Title II to be the increase in employment and
earnings and the reduction in welfare dependency
resulting from participation in th,a program. In

order to determine whether these basic measures are
achieved, the Secretary has prescribed standards on
the basis of appropriate factors which may ind 'de:

(A) placement in unsubsidized employm int;

(B) retention in unsubsidized employm. nt;

(C) the increase in earnings, including hourly wages;
and (D) reduction in the number of individuals and
families receiving cash welfare payments and the

amounts of such payments.

Section 106(b)(2) authorizes the Secretary to

prescribe performance standards for the evaluation of
youth programs. In addition to the appropriate
measures utilized to evaluate adult programs, this

Section establishes the following youth measures:
(A) attainment of recognized employment competencic:
recognized by the private industry council (PIC);
(B) elementary, secondary and post-secondary school
completion, or the equivalent thereof; and

(C) enrollment in other training programs or

apprenticeships, or lnlistment in the Armed Forces.

As guided by their locally developed youth
competency system, the SDA may separate/terminate
youth as having attained PIC recognized competencies.
In response to comments that DOL reporting
requirements did not provide credit in rt.cse cases
where youth participants attained PIC reccznized
employment competencies as a positive outcome, US DOL
modified the definitions of "youth positive
termination rate" and "youth cosi: per positive
termination" in its JTPA Performance Standards

Issuance 3-84 dated October 7, 1984(sic). These
modified definitions account for those youth who are
reported on the Job Training Partnersbip Act Annual
Status Report (JASR) under dirt "youea lntered

P.O. Box 27687 Raleigh. N.C. 27611-7687
An Egos/Opportunity Affirmative Action Employer
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SDA ISSUANCE HO. 84-25 September 14, 1984
Page 2

ACTION:

unsubsidised employment" and "youth employability
enhancement" categories kle thous youth who attained
youth employment competencies as recognized by the
PIC.

The national performance standards model, adopted by DET,
and the nationally developed adjustment methodologies
presume the inclusion of terminees having attained PIC
recognized employment competeneies. DET has acknowledged
the lack of fully developed youth competency systems for
PY84 end has provided a method to adjust standards for
youth cost per positive termination and youth positive
termination rate. (Reference SDA Issuance No. 84-6,
Change No. 3). This method of adjustment continues to be
a subject of discussion for the SDA Performance Standards
Workgroup.

Section 629.46(a) of the implementing regulations calls
for the establishment of a framework for the development
of competencies. DET does not intend to restrict the
range of competencies that a PIC recognizes for youth.
However, DET must ensure that the outcbMe determination
procedures used in connection with the -competency
statements are objective and universally understood. The
system must be accurate and verifiable and include
measurement procedures that are objective, clearly defined
and provide reliable and valid indications of the SDA's
effectiveness in preparing youth for employment. Also,
becauae this system has a bearing on the measurement of
the SDA's performance. DET must ensure that the procedures
used'by the SDA to assign the separation/termination code
"youth attained PIC recognized competencies" meet certain
criteria.

Each SDA/PIC choosing to develop a system of competency
statements must establish a local system that includes PIC
recognition of youth competencies which are required for
entry into the local labor market. When incorporated in
the SDA's programs, youth comptencies should enhance local
acceptance of JTPA programs and result in improved
credibility. Participants should be better prepared to
enter the local labor market after having been certified
based on locally established standards.

The youth competency measurement system used by the
SDA/PIC should be developed around objective standards of
behavior (e.g. demonstrable skills, attitudes, knowledges,
etc.). The SDA/PIC youth competencies must be:

1) written and clearly defined;

2) measurable (All competency statements must
describe behaviors, attitudes, knowledges, etc.
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SDA ISSUANCE NO. 84-25 September 14, 1984
Page 3

in a way that can be accurately measured. Any
testing/measurement of participant competencies
must be conducted using valid and reliable
instruments and techniques.);

3) related to entry behaviors, attitudes, knowledges
etc. (Assessment of participant competencies must be
conducted at entry to determine areas of deficiency
and iCentify the training needs of each participant.
The SDA must also assess the behaviors of youth
leaving the programs and compare them with the

standard of behaviors recognized by the PIC. These
assessment procedures must be clearly written and
provide the means for making objective and reliable
judgements about whether or not to certify a youth as
having attained PIC recognized competencies;

attained through JTPA participation (Only
participants attaining PIC recognized competencies as
a result of the program are to be included as a
positive separation/termination. An SDA may not

count any youth as a positive separation/termination
in the category, "Youth attained PIC recognized

competencies", who possessed the competencies
recognized by the PIC upon entry into the program.);

5) inclusive of youth training strategies/curricula
which teach the competencies identified by the PIC;

6) inclusive of a system for recording and reporting
measurement results, including certification of the

competencies attained; and

7) identified as falling in one of the following
categories (a) pre-employment and work maturity
skills; (b) basic education skills and (c) job

specific skills.

Once developed, the SDA's Job Training Plan will be
expanded , through administrative adjustment, to incll.de
the youth competency system. The SDA should provide a
description rf its competency system, including stacements
of the PIC recognized youth competencies that, if achieved
by a youth, will result in the youth's outcome being
counted as a "positive separation/termination". It should

also include a description of how the competency
statements will be used in determining whether the coding
"attained PIC recognized competencies" is ap- ,-opriate.

SDAs choosing not to develop a system of youth
competencies should understand that DET's current policy
of adjusting performance standards for lack of such a
system wnl not extend into PY'85.
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EFFECTIVE
DATE:

EXPIRATION
DATE:

CONTACT:

Irmediately

Indefinite

Hike Aheron/Barbara Bergman

694

765

mes R. Lott, Director



JOB IRAIMNO PARTNERSHIP OFFICE EMPLOYMENT DEVELOPMENT DEPARTMENT

CAFITOL MALL SACRAMENTO. CAUFORMA 95814 MUD 4484548 GEORGE DEUKMEJIAN, Goyim

STATE OF CALIFORNIA

DIRECTIVE
wpm 85-2 MMUEDATE April 10, 1985

69:23/22:bh

TO: SERVICE DELIVERY AREA ADMINISTRATORS
PRIVATE INDUSTRY COUNCIL CHAIRPERSONS
JTPO PROGRAM OPERATORS
EDI) JOB SERVICE OFFICE MANAGERS
JTPO STAFF

SUBJECT: EMPLOYMENT COMPETENCIES

Purpose:

This directive establishes policy and procedures for the development,
documentation, and reporting of employment competencies as a performance
standard for youth under the Job Training Partnership Act (JTPA). Policy
and proéedures contained in this directive become effective July 1, 1985.

The JTPA, Section 106(b)(2) states that the "Secretary shall . . . designate
. . . attainment of recognized employment competencies recognized by the
private industry council . . ." as one of the factors for evaluating the
performance of youth programs.

This directive is to insure that those terminations reported as "attained
employment competencies", reflect a reliable and valid indication of the
Service Delivery Areas (SDAs) effectiveness in preparing youth for
employment. Certain basic procedures must be followed for audit purposes
and are outlined in the Procedure section.

The reporting of employment Competency terminations is not mandated by the
Department of Labor, nor by the State of California. The following proce-
dures apply only if you plan to report employment competency az:tainment as a
reason for termination of youth participants from your program.
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Standards and Procedures:

Employment competencies must be approved by the PIC and must reflect
measurable skills, attitudes, knowledges, and behaviors necessary for entry
into the labor market. They muse fall within one or more of the following
categories:

o Pre-Employment Skills and/or Work Maturity Skills - Skills needed
to look for, obtain, and retain a job.

o Basic Education Skills - Fundamental skills related to reading,
writing, math, and communication needed to function on the job.

o Job Specific Skills - Skills normally required to carry out tasks
of a specific encupation or cluster of occupations.

Employment competencies approved by the PIC must be written and clearly
defined. All'competencies must include:

o A description of the skills to be taught.

o The level of proficiency which must 'be achieved before the youth is
reported as achieving employment competencies.

o The methodology which will be used to verify competency attainment.

If youth are o be reported as having attained employment competencies,
documentation must be on file to substantiate that the participants attained
the competencies as a result of JTPA participation. Participant files must
include:

1. Pre-test/assessment documentation which substantiates that the in-
dividual did not have the employment competencies recognized by the PIC
prior to JTPA participation.

2. Substantiation that the individual was enrolled in a JTPA activity to
deve:op the competencies which were found deficient.

3. Post-test documentation which substantiates the attainment of the PIC
recognized competencies.
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Note: Pre-tests and post-tests may take any of the following forms:

o Pencil and paper tests taken by the participant;

o Oral questioning with documented responses,

o Vork samplirg with documented results; and

o Behavioral observation with documented findings;

Whichever format is dhosen, the criteria used to esta'olish competency
attainment must be clearly defined and the methodology must be designed
to provide objective results.

In addition, the SDA must maintain on file:

1. The employment competencies recognized by the PIC.

2. Verification that ehe PIC approved these clmpetencies for use in their
program.

The monitoring system must include procedures to insure that the pre-
tests/assessments and post-tests are administered objectively.

Reporting

An "Employment Competency Attainment" terminelon:

1. May only be reported if the participant was age 14 through 21 at the
time of enrollment into the JTPA program;

2. May only be reported otce and only at the termination of the in-
dividual's JTPA participation; and

3. May not be reported in addition to another termination reason. (For
example, if the youth attained employment competencies and entered
unsubsidized employment, only the entered unsubsidized employment would
be reported.)

Employment competeney terminations should be reported on the JTPA
Quarterly Status Report, Enrollment and Termination Summary (JTPA 10).
For further information please refer to the instructions and sample
form transmitted by letter to all Service Delively Areas and Program
Operators on June 25, 1984.
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For those SDAs on the statewide MIS system, an empluywent competency
termination is entered.as Completion Code 31. On the JTPA Completion
Notice, JTPA 60E2 Rev. 1 (11-83), write in "31 Attained Employment
Competencies" on one of blank lines under Completion Code 22 (see
sample form attached). leised forms will be issued which include a
pre-printed entry for empl.Tment competenw; terminat:.ons as soon as the
current stock is exhausted.

If you have any questions regarding inforAation in this Directive,
please contact your SDA Liaison.

i6d2
im TAO Chief

V Job Training Partnership Office
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ITEM 2 F.

State of Alaska

Department of Community and ke5jional Affairs

Division of Community Development

JTPA Policy Issuance

Original
December , 1985, Page 1 of 4

Subject: Youth Competencies

Reference: PL 97-300 Section 106(b)(2)(A), 20 CFR 629.46(a)

Cancellation: None

Purpose: To fransmit the Governor's criteria for
reporting. Youth Competency positive
terminations.

Procedures: The ndministrative entity and grant recipient
for each Service Delivery Area must comply
with these criteria in order to report
positive terminations under the Youth
Competency category.

This policy issuance is effective December , 1985. For
further information, contact the Division of Community
Development, Department of Community & Regional Affairs.

TOFFRope
Director
Division of Community Development
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Policy Issuance 11-85
Youth Competzncies

Page 2

Introduction

The Job Training Partnership Act (JTPA) incorporates
performance standards which reflect the accomplishment of
overall program purposes. Sections 106 (b)(2)(A) of the Act
and 20 CFR 629.46(a) enable the attainment of employment
competencies recognized by private industry councils (PICs) to
be part of the performance standards framework fon all
participants age 21 and under. Pursuant to Departmeqt of
Labor/Employment and Training Administration Field MEMO 76-83,
change 1, dated 10/7/83, youth-serving projects may receive
credit foe marketable skills acquired by young people between
intake and termination. Service Delivery Areas (SDAs) may
count as positive terminations, for purposes of calculating and
reporting the positive termination rate and cost per positive
termination, those youth who (1) attain the competency
requirements set by the local PIC, and (2) termine from a
JTPA youth employment competency program which meets the
requirements established iT) this issuance.

2. Reporting Definition

In order to report young people who have "attained PIC
reccgnized youth employment competencies," enter on the
quarterly participant information summary:

"the total number .of youth who, at termination, have
demonstrated proficiency in cne or more of the following
three skill areas in which the terminee was deficient at
enrollmeet: pre-employment/work maturity, basic
education, or job specific skills. Competency gains must
be achieved through program participation and be tracked
through sufficiently developed systems that must include:
quanttfiable learning objectives, related
curricula/training modules, pre and post assessment,
employability planning, documentation, and certification."

Sufficientl develoged s stem
ITEiritiQs nteng to report com
for u oses of receiving credi
otentia ta n n er

criteria onl a 1 where
etanc attainment as outcomes

t for ositive terminations and
ormance stanar s incentive unds.

3. Competency Areas

In order to report a positive termination for the attainment of
PIC recognized competencies, an SDA must establish a competency
system which includes one or more of the following areas:
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Policy Issuance 11-85
Youth Competencies

Page 3

o Pre-Employment/Work Maturity Skills - Skills needed to
look for, obtain, and retaln-7-jabt.such as resumes,
applications, interviews, punctuality, attendance,
attitudes, and survival/d-,ily living capabilities.

o Basic Education Skills - Fundamental skills related to
functioning on a TTE57 such as reading, writing, math,
and communication.

Job Specific Skills - Skills normally required to
carry ouF-EFEWH-U773 apecific occupation or cluster of
occupations.

SDAs shall determine what constitutes a positive termination in
their own localities for each of these competencies as
established. The contents of this issuance only apply to SDAs
reporting attainment .of youth employment competencies for
positive termination credit.

The Scate of Alaska allows for multiple positive terminations
for the attainment of youth employment competencies for special
needs youth within the same' competency area as long as
different levels of proficiency are demonstrated on each
occasion. For all other youth, multiple positive terminations
for the attainment of youth employment competencies are allowed
as long as a different competency area is achieved each t'me.

4. Systems

A sufficiently developed youth employment competency 'system
must include the following structural and procedural elements:

1. PIC-recognized competency statealents Lhat are
employment-related, quantifiable, measurable,
verifiable, and offer proof of gain as a result of
program participation.

Employment competencies approved by the PIC must
include a description of skills to be taught, the level
of proficiency wnich must be attained before the youth
is reported as achieving employment competencies, and
the means of measurement which will be used to
demonstrate competency attainment.

2. Assessment of participant need at the start of the
program.

3. Employability development/individual education plans
which use assessment results in assigning enrollees to
appropriate learning activities and sites.
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Policy Issuance 11-85
Youth Competencies

Page 4

4. Focused curricula, training modules, or behavior
modification approaches which) teach the employment
competencies in which youth are found to be defizient.

5. Evaluation of participant achievement at the end of the
program.

6. Certification of youth employment competency attainment
in the form of certificates to clients.

7. Documentation of intra-program learning gains achieved
by young people through internal maintenance of
enrollee files and external reporting of
competency-based outcomes.

5. Related Concerns

Monitoring systems shall facilitate review of youth
employment competency attainment at the local level.

All measurement procedures used in youth employment
competency programs shall be as valid, reliable,
objective, and free of bias as possible.

All SDAs shall maintain on file a copy of the operative
competencies and evidence of approval by the PIC.

Program records must include documentation substantiating
employment competencies attainment as a result of JTPA
participation including:

1.327s

1. Pre-test/assessment documentation which substantiates
deficiencies in PIC recognized youth employment
competencieJ that the individual possessed prior to
JTPA participation.

2. SuUstantiation that the individual was enrolled in a
JTPA activity to develop the competencies which were
found deficient.

3. Post-test documentation which substantiates the
attainment of the PIC recognized competencies.

4. A copy of the participant EDP and copies of all
certificates awarded.
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CHAPTER 3. - APPENDIX ITEMS

A. Employment Partnership of North Iowa, Mason City, Iowa 705

o Employer Questionnaire for Youth Employment Competencies

B. State of Iowa 707

o Business and Education Survey
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ITEM 3 A.

Name

Business

New Time

Date

SECTION 1

What is the nature of your business?

Row many employees do you have in entry-level positions? Full-time
Part-time

What areas have the most entry-level Jobs (i.e. maintenance, clerical,
production, sales)?

What number of your current employees received their training or experience on

the job? In Technical School? In Ugh School?
In College By other means?

SECTION 2

Would the applicant need to: (check all that apply)

Have a resume
Fill out an application
Take a skills/education test
Be interviewed
Rave references

SECTION 3

An applicant who is successful and becomes employed in your business would
display certain skills. Indicate the importance level of the following skills
by circling the appropriate letter.

a) absolutetly necessary of an entry-level employee in order to succeed

b) desirable of an entry-level employee, but not necessary in order
to succeed

c) unnecessary of an entry-level employee in order to succeed

1. Interest in your work and business. a

2. Punctual and consistent work attendance. a b c



-2-

3. Understand employer's point of view und expectations. a b c

4. Ability to accept constructive criticism, a b c

5. Ability to understand and follow instructions, a b c

6. Appearance/appropriate clothing, grooming, personal
hygiene.

a

7. Flexibility/willingness to adapt to various tasks and
schedules,

a b c

8. Ability to cooperate and assist co-workers, a b c

9. Ability to work under supervision,
a b c

10. Ability to work alone,
a b c

11. Initiative - listen, ask question., start new tasks
on own.

a b c

12. Technical training in occupation. a b c

13. Basic reading skills - read and understand job
description,

a b c

14. Possess GED (General Education Development) diploma, a b c

15. Posses high school diploma,
a b c

16. Ability to perform basic math skills (add, subtract,
multiply and divide),

17. Ability to calculate weights and measurements.

18. Ability to perform fraction and decimal computations.

a

a

a

b c

19. Possess average oral communication skills, a b c

20. Possess average writing skills, a b c

21. Willingness to work hard. a b c

22. Prior experience in company's field,

23. Knowledge of employer & specific job requirement.

24. Other:

a

a

a

b c

Thank you for your time and interest.
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ITEM 3 B.

BUSINESS AND EDUCATION SURVEY

take a few minutes to complete this questionnaire. Your prompt attention will provide valuable in-

don about the educational system in Iowa. The answers you give are confidential and will only be used
korti a statistical analysis the sequence number in the upper right corner is used only to record the

alatironnaires that have ban completed and returned. in addition, should you desire a copy of the summary

sisimindin , the numba will be used to mail it to your business.
el the

I.

please send a copy of the report summary to the business address on the outside envelope.

of the following, which uest describes your business? (Check one.)

Manufacturing Government

Retail Other (please specify)

Service

2. Of the following, which best describes your position? (Check one.)

President/General Manager Training Mancger

V?' i!ciclustrial Relations Other (please specify)

Personnel/Human Resource
Manager

Hew many employees do you hire annually for entry level positions? employees

4. Of these, how many are recent high school graduates with no post-
secondary education?

employees.

6. How many of these high school graduate employees had vocational
training in high school? employees

6. Which of the following best reflects the attitude of your business for hiring entry level employees?

(Check one.)

Prefer to hire high school graduates with a general education background.

Prefer to hire high school graduates with vocational training.

Prefer to hire employees with post-sacondary vocational training.

None of the above.

7. Typically, what is the total number of employees in your business? (Check one.)

10 or less 101 to 250

11 to 23 231 to 300

26 to SO 501 to 1,000

51 to 100 1.001 or more

S. Which category best describes the location of your business' primary facility? (Check one.)

.1.
in the open country

in a town of less than 2,500

in a town of 2,501-5.000

in a town of 5,001-10,000

0111=11. in a city of 10.00145.000

in a city of 25,001-50,000

in a city of 50,001-100.000

in a city of more than 100.001

9. In what county is the location of your business' primal? facliitY?
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we are interested in how the performance of high school graduate employees compares with all
owns to general. Questions 9 through 50 deal with skills that may be desirable of entry level employees

egir business. For each, please indicate the degree to which the skill: 1) is presently required: 2) is
61}"reeeed by high school graduates with no post-secondary education; and 3) will be required in the future.
PSsuee the following 1 to 4 scale:

1 a to a considerable degree
2 a to some degree
3 = to a little degree
4 a not required

Skills

10. Read and comprehend job related material

11. Interpret graphic or symbolic information
(i.e., charts, schematics)

Use source materials (i.e.. directories. Instruction
manuals. 'Ortriodicals)

13. Perform basic calculations ( 31.

,...

14. Compute more advanced calculations (1.e., free-
dom percentages, formulas)

is. Um numerical values from charts, diagrams,
manuals, tables

16. Are familiar with computer functions WIN1
17. Enter data into computer .1=11Is

18. Access information from computer IMS,Mt.w.

19. Perform simple programming

20. Perform word processing

21. Writs legibly

1
22. Complete forms accurately (i.e., invoices, order

forms, sales slips)

101

23. Write sentences in standard English (i.e., punctua.
deo, spelling, syntax, word choice)

24. Organize, select and express ideas in writing

=:
23. Identify and correct errors in writing

26. Express ide:v, Jeans/

27. Listen electively

,=1.ai
28- Sixtak effectively to groups

29. Speak with appropriate vocabulary/grammar

30. Work well with coworkers

31. Cooperate with clients/customers

32. Are open and flexible to new ideas and methods

.1
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1 a to a considerable degree
2 8 to some degree
3 o to a little degree
4 st not required

Skills
41.

Accept constructive criticism/supervision

Exhibit leadership/Initiathre

As.
Understand supervisory authority and worker
reiponsibility

Construct, fabricate or assemble materials

use job specific hand tools and instruments

Cipsrate job specific power equipment

Have keyboard skills

Plan and organize work arivities

Perform work activities according to plan41.

42. Understand and utilize problem solving techniques
(define problem, consider alternatives, review pro-
gress, evaluate for accuracy, summarize and draw
conclusions, complete on time)

43. Suggest andix make workplace Improvements

44. Work with minimal supervision

45. Adapt to different job assignments

46. Maintain acceptable appearance

47. Keep work area clean and organized

48. Exhibit interest in business

49. Indicate interest in future career development

50. Maintain punctuality

51. Maintain attendance

52. Listed below are five areas which might be emphasized in high school. Please rank order their effec-
tiveness in preparing a high school gradiiate for employment. Use 1 through 5, whrit 1 is the most
effective and 5 the least. USE EACH NUMBER ONLY ONCE IN RANKING.

Specific occupational training (drafting, typing, computer programming, mechanics)

Employability skills (finding, securing and keeping a job, resume preparation, Interviewing
techniques, career development)_ General education (reading, grammar, math)

Personal Improvement (health and sex education, family living, driver training, citizenship)

Learning to learn techniques (reasoning, study habits, analytical ability, use of library, self-
directed learning)
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5411.

How helpful do you think career counseling in high school is to students in making career choices?
(Check one.)

Very helpful Not very helpful

Somewhat helpful Not et all helpful

No opinion

Business and education may find it mutually beneficial to cooperate in a number of ways. If one
mousses there are no conflicts with local statutes or union contracts, would your business be willing
to: (Check one per question.)

a. Allow equipment on your premises to be used
lot educational programs?

b. Donate equipment or money for educational
programs?

Provide work experience to high school
students for career decision making?

d. Provide work experience for public school in-
structors (part-time or summer job) to help
them maintain up-to-date skills?

e. Provide work experience for juidance
counselors to increase their awareness of the
business amid?

L Provide awards and scholarships to students?

g. Allow your employees to assist teachers in the
classroom '7 .;-", serve on advisory committees?

h. Participate fa evaluation of educational
programs?

I. Host class visits to your business?

j. Provide awards and scholarships to educators?

C.

55. Please Indicate any problems that your business has experienced or that you think may make it dif-
ficult for business and education to cooperate. (Cheek all those which apply.)

Schools are not Interested in working with business.

Business is not Interested in working with schools.

Conflicts or disagreements on goals.

Leadership problems.

Conflicts or disagreements on policies and regulations.

Resources (dme, people or equipment) cannot be spared from business operations.

Inflexible schedules.

Have not experienced nor expect any problems.

Thank you very much for your cooperation. Please return the questionnaire in the postage-paid envelope.
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CHAPTER 4. - APPENDIX ITEMS

A. Answers for Performance Objectives Quiz i1 Display 8 (refers to page 50) 713
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ITEM zi A.

ANSWERS FOR PERFORMANCE OBJECTIVES

Performance Objective 1: C is the appropriate test to give the students because the
performanc .,! objective states that the student will name and identify the major clutch
parts.

Performance Objective 2: A is the appropriate test to give the students becauoe the
performance objective asks the students to identify on sight the plants and to list tilt
environmental conditions.
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CHAPTER 5. - APPENDIX ITEMS

A. Rock Island, Illinois

o Eoployability Development Plan 717



5ITEM A.
Employability Development Plan and Record (EDP)

TO BE COMPLETED BY APPLICANT:
ROCK ISLAND COUNTY CETA

Full Name Today's DaLe

Last Fi.(st Middle

I.WORK HISTORY - List your last three jobs:

Employer

Address

Phone No.

Date began

Job title

Reason for leaving

Date left

Supervisor's Name

Employer

Address

Phone No.

Date began

Job title

Reason for leaving

Date left

Supervisor's Name

Employer

Address

Date began

Phone No.

Job title

Reason for leaving

Date left

Supervisor's Name

2.a.What things did you like most about your past jobs?

b.What things did you dislike most about your past iobs?

3.Education a. Highest grade completed: 1 2 3 4 5 6 7 8 9 10 11 12

History: b. If less than 12, did you obtain your GED?
c. Post High School? If yes, what subjects did you take?

4.Enter specific occupational skills or training you have obtained either throuoh work,
training, or on your own. Include anything that might help you get a job now, or in
the future.

10/1/81
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FOR CETA STAFF ONLY:

5. As'sessment Information

a. Assessment instruments given: 0 GATB D TABE 016PF JJ KUDER E WRAT

CISI HOLLANDOPAYES El CAI E STRONG-CAMPBELL

0 Other

6. Counselor observations in the following areas:

a. What is applicant's stated reason for applying for CETA?

b. Describe previous work experience/work performance. Is it sufficient to indicate
that applicant has developed good work habits?

c. Describe basic educational skills:

d. Describe applicant's attitude, appearance, interactions, and other social skills neces-
sary to obtain/retain employment. Are these adequate?

e. Describe applicant's occupational skills. Are they adequate, out-dated, limited, etc?

f. Describe any barriers to employment, such as physical limitations, supportive service
needs, age, alcoholism, offender status, substance abuse, etc:

g. Has applicant reported for interviews/assessment, etc., as scheduled, on time?

h. Describe applicant's knowledge of the job market, including knowlAdge of career infor-
mation and job search skills.

i. Has the applicant worked within the last 12 months with any other' ogency? Describe:

j. Has the applicant ever been in a subsidized employment/training program before?

If yes, describe Program and results:

k. Other comments:

7. If no CETA involvement is recommended at this time, comment here. NOTE: CETA opportuni-
ties are limited. Program openings are not always available. Also, there must be evi-
dence of ability to participate successfully and obtain employment.

7.1t,
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8. The EDP must be reviewed with each participant and updated a minimum of every 60 ays
while the participant is active in a CETA program.

Date Reviewed Change, if any (otherwise enter none) Counselor's Initials

719
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EMPLOYABILITY DEVELOPMENT PLAN (EDP)
9. Short Term Employment Goal (2 years or less)

a. Brief descriptiOn of occupation

b. Qualifications required for entry level

c. Employment outlook (locally and nationally)

d. Expected pay range

e. Is the employment goal consistent with interest/abilities/financial requirement/and

time allowed in CETA?

If not, describe

10. Secondary or future employment goal(s).

11. Steps to reach short term employment goal (include all olanned CETA program activities,
and non-CETA activities such as assessment, career exploration, job search, employment,
training, etc.)

Activity
Start Cnd
Date Date Expected Outcome

Date
Completed

12. Support services needed/recommended: Child care, transportation, emergency assistance,
special counseling, follow-up, aoreement to enter or continue involvement with another
agency.

Activity Source Date Result

13. I have discussed the above plan with my CETA counselor and am in agreement with this Plan.
I am willing to mae the necessary effort to carry it out within time agreed. I under-
stand that my refusal or failure to complete activities above will result in my termi-
nation and will prevent me fropm obtaining CETA services for two years. I also certify
that I have received a copy of the Employability Development Plan. I authorize the
following agencies/person to receive a copy:

Participant Signature Date

Counselor Signature 720Date
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CHAPTER 6. - APPENDIX ITEMS

A. United States Employment Service 723

o "The Hierarchy of Career Development"

B. Tri-County Consortium, Rock Island, Illinois
o Overall Curriculum Outline, with selected units on Values Clarification,

Employer Expectations, and "The First Day on the Job"

735

C. New York State Division for Youth 743

o. Assertive Communication Lesson Overview and Delineation
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Item 6 A.

The Hierarchy of Career Development

Our work with job search counselees, employability counselees,
recession-displaced workers, youth, older workers, women and vet-
erans seeking second or new careers, has lead to the development of
the hierarchy of career development. This hierarchy is develop-
mental in nature and we propose that you use it as a guide in your
assessment interventions as well as a guide to facilitate counseling
geared to helping counselees realize and develop their potential.
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This hierarchy is geared to employment, employability and career
development counseling. Each counselee, whether a high school.drop-
out, a young or delayed laboe market entrant, a member of a special
applicaht group, or mature worker, is functioning at one of the six-
teen levels in the four career stages. Since we are not in the
business of career education we did not include career development
stages that begin in childhood. The hierarchy includes choice,
change and career enhancement when employment counseling can con-
tribute to advancement and enhancement. Quality placement is the
ultimate goal, including extended duration of employment and
increasing job satisfaction.

This approach recognizes the facilitation of growth as well as work
adjustment. It is counselee-centered in that it is flexibly
individualized to where each counselee is at the moment and the
counselee is guided in self-assessment and goal-setting leading
to self-direction. That is--to the extent possible within employ-
ment counseling--the.countolor is a facilitator of exploration and
understanding. It is behavioral in some aspects of assessment and
the development of appropriate courses of action.

Before we suggest a systematic hierarchy of career development that
you can use as a guide to assessment interventions, let's review
briefly the lifetime process focusing only on key elements of career
development.

CHIID

FIGURE I - A LIFETIME PPCCESS

Identification
Evaluation

SELF-Understanding
Action on Experiences

Physical
Emotional

PERSCNAL Intellectual
SKILLS - Interpersonal

Social

FUNCTICNAL Educational
SKILIS Vocational

Self-Realization

ADULT
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The individual progresses.from non-differentiation in early child-
hood to systematic development beginning in the family group and
accelerating in school. Recently school curriculums have included
career education even in the primary grades. In the early schobl
years career learnings are presented on a vicarious level, but some
"show and tell" is included. In most middle and upper middle class
familieslas they function in the total milieulchildren learn of
their potentials;and to some extent they are taught to be aware of
and enhance their personal growth. Many models are available to
these childrensand as they grow they learn problem solving and
decision making skills. From many sources they obtain knowledge
of educational opportunities and the world of work. Passing through
increasingly complex stages they participate in vocational and
educational experiences which lead to increased self-confidence and
vocational exploration. Implicit in this development is the iden-
tification of areas of strengths that may be successfully applied
to vocational and career tasks.

Murphy (1976), writing on coping and vulnerability in children, dis-
cussed the differences in growing up poor in working class neigh-
borhoods In smaller cities and towns compared with growing up poor
in large metropolitan areas. In Topeka, Kansas, it was easy to
identify the poor and working class parents in the work surround-.
ings, but in community life and recreation the parents mingled,
pursued the same recreations and participated in the life of the
community. She also related the fact that among the poorer people
there appeared to be moro creative fathers who made toys and
backyard playthings out of what was available. In such a setting
there is an opportunity to acquire the necessary vocational
behaviors and learnings.

Noeth, Roth and Prediger (1975) reported on a national sample of
approximately 32,000 eighth, ninth and eleventh graders in 200 schools
in thirty-three states who completed the "Assessment of Career
Development" (ACD) in the spring of 1973. Some of the findings were:

More than 90 percent of the llth graders indicated
they have discussed occupational choices with a
parent, relative, or guardian. However, 41 percent
said they have never talked with workers in the jobs.
..A similar proportion (42 percent) said they had
never talked with a counselor or teacher about the
relationship between the jobs they were considering
and their goals, interests, and abilities. In a more
general vein more than two-thirds never took a course
that surveyed the world of work or some portion of
it; about 40 percent never read a job description
from the guidance office or library files;... (p. 211)

They briefly summarized key findings related to what students say
about their career development--their perceived needs for help and
their reactions to school guidance services:
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1. More than three-fourths of the nation's high
school juniors would like help with career plan-

. ning.
2. More girlS than boys would like help with career

planning.
3. Ranking second, after help with career planning,

is the desire for help with finding after-school
or summer. work. Discussing personal concerns
ranked 8th of 9 needs surveyed.

4. Nearly 85 percent of the llth graders said they
can usually or almost always see a counselor
when they want. Yet, half of the llth graders
said they received little or no help with career
planning from their counselor or their school,
and an additional 37 percent indicated they
received "some help." Only 13 percent said they
received a lot of help. (pp. 216-217)

The findings reported above are important to employment counselors.

What students have (and more often have not) done
about career exploration and planning as well as
their lack of knowledge about the world of work and
the career planning process attest to their need for
increased assistance... The one-to-one counseling
model for helping the student choose a career must
be reoriented to include what is known about how
careers develop through time and broadened to build
on the resources and experiences available in the
classroom and community. (p. 217)

Considering the large numbers of youth served in employment offices
in light of the above findings, the "test and tell" approach will
not be appropriate or very adequate With many youth. They should
be receiving,developmental career counseling from employment service
counselors. This does not mean that you will stay with them until
they establish a career; but that you involve them in career
development activities that are intense, specific and sequential.
Your activities may be the beginning or acquisition stage, or they
may come to you after they have tried several jobs but with no
career growth. Whatever the situation, when it is needed they
should be helped.to understand the development process and leave
with a career development plan, of which your referral to a job or
training may be only the immediate or an intermediate goal. This
applies to job search as well as employability counselees.

The hierarchy was strongly influenced by the research of Oetting,
Cole and Miller (1974) and their colleagues at the Colorado State
University Experimental Manpower Laboratory. This was particularly
true in those aspects dealing with disadvantaged job seekers.
Their work in job acquisition and job maintenance points to the need
for better assessment in these areas and in the area of environ-
mental assessment. Since their work was done under Department of
Labor research grants, they have given us permission to use or
adapt their work in ways we deem necessary.
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Figure THE HIERARCHY OF CAREER DEVELOPMENTII

CAREER STAGE LEVEL SUCCESSFUL OUTCOMES

CAREER

ENHANCEMENT

SOLIDIFIES POSITION
16 Expert or Consultant

SELFAC TUALIZAT ION

+

INTERDEPENDENCE

lik

HUMAN RELATIONS
SKILLS

f
INTERPERSONAL

SKILLS

it
COMMUNICATION

SKILLS

Se If-Realization

Top Pontion, New Career or
15 Community Leadership

Successfully appfies career [earnings as a leader.

Increases Risk Taking
Behaviors

Growth, achievement, recognition,
Expaiiding Opportunities

Seeks Fulfillment and Personal
12 Meaning in Career

Seeks Out and participates in personal, community and career
growth.'

JOB

OR
CAREER

ADVANCEMENT

Career
12 Maturity

Fully fUnctioning and satisfied with career.
Intensifies skills

Job or Promotion
II Getting

Obtains promotion or new job.

Advancement
10 Readiness

Applies for promotion or new job

Orientation for
Change

Motivated to seek responsibility and improvement.

JOB
OR

CAREER
MAINTENANCE

Skilled Performance and
Job SatisfactMn

Solidifies long term employment

Human Relations, meets Personal Neals
7 in Work Environment

Personalizes feelings and meanings related to work and
staff..,

6
Entry Level Performance, Some
Satisfaction with Work

Improved skills and performance employed beyond
.probation periml.

Job Conformance
and Adaptation

Demonstrated survival and adaptation skills.

JOB
OR

CAREER
ACQUISITION

4 Job Getting Obtains job or position training

Job or Career
Readiness

Applies for job or enter training, education, or on-theob training.

Basic Career
2 Seeking !den fifies job or career goals and developmental pathways.

Work Role
Identification Motivated to seek work or a career.

Adapted fnxone Hierarchy of Career Adjustment, Oetting, COle and Hiller (1974)
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Summary of the Hierarchy of Career Development

There are sixteen levels used to define job or career development
(See Figure II). As in other approaches to work adjustment and ca-
rc:er development, it is generally assumed that careel development con-
sists of stages or levels in a step by step progression. Each level
is defined by behaviors or tasks characteristic of that level and
by successf.11 outcomes associated with completing that developmental
level. As individuals progress through the levels, there are demands
for increased communication and interpersonal skills. Failure to
develop these skills Appropri,ate to each career level often negates
the predicted successful outcome. As the individual masters the
vocational behaviors and learnings needed in each level, there is
an increasing need for improved human relations skills. In some
occupations interpersonal skills must be upgraded rapidly to human
relations skills, particularly in occupations calling for one-to-
one or group contact with people. Retail sales is an example of
one work group where this applies. Observe the interpersonal skills
of the sales people you deal with. Do you make purchases of items
for which you do not have a iDressing need if the salesperson has
a low level of interpersonal skills? On the other hand, you will
find some rare individuals who master human relations skills.
These are the sales persons who sell you the big items you did not
know you wanted or needed. Self realization may occur at the
secOnd4'or third stage,,dependinq on the goals of the individual,
but the freedom and autonomy of self actualization usually occur
only in the Career Enhancement Stage.

Oetting, Cole and Miller (1974) explained their hierarchy in Vol. II
of their seven volume report. Any page references will refer to
this volume. The four stages in both hierarchies are:

A. Acquisition Group. The steps related to prepa-
rations to enter a career or actually working on
a job.

B. Maintenance Group. The sequential steps related
to holding a job or career entry.

C. Upgrading Group. The sequential steps related to
vocational development beyond entry level jobs.

D. Enhancement Group. The steps related to develop-
ing personal meaning and fulfillment in a job or
career leading to continuing growth and effec-
tiveness in life. (p. 4)

The Acquisition and Maintenance Groups are the levels you will
encounter most in your counseling. These are the levels where the
disadvantaged, new entrants, and special applicants encounter the
most difficulty and frequency of failures. It is for individuals
in these groups that you must be able to assess where they are in
the hierarchy and involve the counselee in exploration of resources
available and skills that need to be developed. Concurrent with
the exploration you must help the counselee become aware of his/her
own needs, interests, attitudes, values and abilities in relation
to the proposed entry into the world of work.
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Job or Career Acquisition

Level I Work role identification. A basic orientation toward
wanting to work or seek a career. That is,a value
orientation toward work (positive or negative)..

Level 2 Career seeking skills includes the basic career seeking
skills such as job or career information seeking,
decision making skills, goal setting and planning skills,
and the skills to choose from alternatives to identify
job or career goals.

Level 3 Job or career readiness. A complex developmental level
which involves the development of a variety of skills,
knowledge and abilities, and an understanding of their
values in relation to specific work environments. The
individual has acquired the basic skills needed for job
entry. An increased awareness of self, as well as the
possession of communication, social and interpersonal
skills appropriate to the level of job entry are needed.

Level 4 Job getting skills. Developmentally, job getting is
seen as a very specific set of skills. These are apply-
ing directly to an employer, filling out an application,
and taking an interview. (p. 85) Also included are job
information acquisition behaviors, contact skills, and
interviewing behaviors (including answering problem
behaviors in an interview), appropriate assertiveness,
and interview closing behaviors.

Maintenance Levels

Level 5 Job conformance and adaptation. Conformance and adap-
tation to the various requirements of the job. Included
are adaptation to the work environment, supervision,
fellow workers, expectations of making a contribution,
recognizing that development on the job takes time,
learning and adapting to subtle traditions and unwrttten
rules and regulations, and 'making a cultural transition
to the work environment. Feifer identified eight behav-
iors that contribute to adaptation as follows:
(1) Notifying the appropriate person whenever the trainee
was going to be absent; (2) arriving at work on time;
(3) asking for more work; (4) staying at the work site;
(5) asking questions whenever instructions or directions
were not _clear; (6) responding appropriately to instruc-
tions, orders and criticisms; (7) avoiding unnecessary
disruptions and not disrupting the work of others; and
(8) proper care of tools and equipment. (Vol. II, pg. 52)

Level 6 Entry level performance and satisfaction. Entry level
performance and satisfaction with the work environment.
Included are specific job skills along with basic work
skills that are common to most jobs. Basic work skills

729

796



include: the ability to listen and follow directions;
asking questions to clarify directions or instructions;
altering the pace or speed at which a person workn to
comply with the work norms of other co-workers; staying
at a work site; asking for additional work whenever a
job or task has been completed; and providing proper
care of tools and equipment.

Work adjustment at this level requires that the disad-
advantaged worker experience at least a minimal amount
or degree of satisfaction from the work he/she is doing.
Job satisfaction is achieved when the work is seen as
worthwhile and important, good work is recognized, the
worker can make decisions, and co-workers are cooper-
ative. Skill level, along with adequacy of supervisory
communications, training received, promotion policies,
and feelings about a career with the firm concerned.
(Continuity of Service Handbook, p. 57)

Lelidl 7 Human relations skills. Includes the ability to'person-
alize feelings and meanings related to work and co-
workers or staff. Support and encouragement is sought
from co-workers and supervisors. Emphasis is on
improving interpersonal relations.

Level 8 Skilled performance and job satisfaction. Effective
performance of job tasks leading to increased self-
esteem. Feeling competent, the worker is able to meet
some personal needs. through the job or position.

Advancement levels

Level 9 Orientation for change. At this level the individual
has acquired greater flexibility and adaptability and is
motivated to seek greater responsibility and job or
position improvement.

Level 10 Advancement readiness. At this level the individual is
personally motivated to acually apply for promotion
or a new job which further enhances self-esteem and
competence, increasing autonomy and control of work, and
increased sharing of recognition and rewards associated
with the work. New challenges are sought.

Level 11 Job or promotion getting. Obtains promotion or new job
and actively engages in maintenance of the new job or
position. As Oetting, Cole and Miller state:

Upgrading has been viewed as cyclical in
that a person may repeat the cycle many
times. Unlike the earlier stages of the
hierarchy that tend to occur sequentially,
the levels of the upgrading cycle are
more likely to be continuously inter-
acting. (Vol. II, pg. 7)
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Level 12 Career maturity. This is a level of high performance, high
job satisfaction and satisfactoriness to employer. The
individual performs on a fully functioning level and is
motivated to acquire the learnings and skilld needed to
keep up-to-date. Many individuals at this level move
from production and technical work into administretion,
thus renewing the upgrading or advancement cycle.

Ulhancement levels

Level 13

Level 14

Level 15

Fulfillment and personal meaning. Having found career
maturity, individuals at this level seek out and par-
ticipate in opportunities for personal and career
growth and community service.

Increased risk taking. Maturity and full participation
leads to recognition, higher levels of achievement.
Individual takes risks to expand opportunities and find
new uses for career work.

To position, new career, leadership. Individuals in
this level successfully apply career and personal
learnings as leaders interested in motivating others to
behave in issponsible and creative ways. Expertise is
used to instAgate meaningful change. Personal growth
and expansion occurs as the individual plans and directs
institutional and organizational development, develop-
ment in various aspects of improving the total community.

Level 16 Solidifies position. Career and personal goals have
been accomplished, career self-realization has occurred.
Expertise is applied as a consultant in career and
related fields. Self-actualized in most areas of
living and being,the individual on this level seeks
opportunities to be truly creative. Having mastered one
or more careers and inner development, the rare indi-
vidual who attains this level will seek spiritual
development, new fields to conquer, or increased service
to other humans.

Individuals functioning at this level will rarely if
ever need the counseling services of an employment coun-
selor. They are leaders in their fields or careers and
any contact will be on an advisory or consultant level
as they instigate new, projects or reorganize businesses
and institutions. If for any reason they decide to
change careers, they have all of the skills of the prior
developmental levels. Any counseling is more likely to
involve primarily information seeking activities.
Periods of economic recession which result in management
or professional staff cutbacks may cause,some of them
to regress to lower levels in the hierarchy with pro-
longed unemployment. Counseling then would involve
personal as well as career information counseling.
(See "Assessment of Career Maturity," pp. 142-152)
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The stages and levels are not linked to particular ages; they are
more a matter of opportunities in the individual's socioeconomic
environment. There are always exceptions. Some individuals from
poor environments will seek out sources of self learning and make
use of opportunities others in their group did not perceive.
Oetting, Cole and Miller indicate that adjustment at any one stage
appears to set the limiting conditions for adjustment in subsequent
stages (p. 9)

While failure at any stage affects further develop-
ment to some extent, it does not necessarily block it
completely. Poor job readiness can lead to poor
selection of employment and poor skills in job get-
ting, but it is still possible for people to be
employed and learn something of job maintenance
skills even though acquisition skills continue to be
weak and underdeveloped. Failure for any reason at
anyjeyeldrops the person back to a lower, level on
the hierarchy. The 1ack,of adjustment at any level
affects.work adjustment at higher levels, but if the
individual can then work through that level, it is
possible to progress very rapidly through other
levels and move to a higher stage of work adjustment.
/f not, gaining another job only leads to another
poor choice, likelihood of another failure, and
return to a lower level of adjustment again.
(Vol. //, pg. 10)

Assessment in the Acquisition Stage

IMPLICATIONS OF THE CAREER DEVELOPMENT HIERARCHY IN EMPLOYMENT
COUNSELING

/f employment counselors are to help their counselees achieve posi-
tive career outcomes, they must learn to assess the total person
and the environment the individual is, or will be, functioning in.
Counselees must be helped to identify their strengths, resources
(personal and environmental), expectations (realistic and unreal-
istic), values, interests, aptitudes, reality testing ability,
risk taking ability, goal setting abilities, and the individual's
commitment to occupational or career development and enhancement.
Internal barriers and external barriers must be explored to help
the individual se)e how they impact on the various aspects of his/
her career develo?ment goals and aspirations.

The concept of skills mustbe broadened beyond the intellectual,
physical and technical skills needed for an occupation or career.
Focus must also be maintained on the personal, social and emotional
skills that are vital to the individual's progress in the career
development hierarchy. The absence of these latter skills con-
tribute to much of the occupational and career floundering that
employment counselors encounter. Counselors must be able to
identify the floundering as healthy or unhealthy. You will
encounter individuals who are floundering in a healthy manner;
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that is, they are meeting more pressing needs at the moment and at
the same time they are acquiring some career development skills
that will help them as they move on in work life. Floundering will
be fully discussed later in this section.

Flexibility must be stressed in both your individual and group
assessment and counseling. Whenever possible counselees should be
involved in self-assessment, even if this means that you occasion-
ally have to teach a counselee to use self-assessment techniques.
Counselors who rely on a brief verbal interview, interest and apti-
tude test interpretation, should not be surprised at two outcomes:
(1) the counselee fails to report to a job referral and does not
reply to follow-up; and (2) the counselee goes on many job interviews
but is not hired. Often counselors blame such outcomes on the coun-
selees. The real problem was that the counselor had no idea where
the counselee was really functioning, and what needs patterns were
operating to interfere with job acquisition. Exploration and under-
standing were inconiplete and the action (job referral) inappro-
priate at the time. The element of luck would have to be operating
on a high level for some of these counselees to be hired, and on a
much higher level for them to find job satisfaction.

Gear your assessment methods and techniques to the level on which
the counselee appears to be functioning. Vary them according to
your.perceptions of the counselee and his/her world. Seek out and
learn new assessment techniques and methods which are appropriate
to the counselees you serve. On the pages that follow we will
explore each of the levels in the career development hierarchy from
an assessment point of view. You will find some overlap with
information in other handbooks in your training program and in the
listing of tools you will be referred to other handbooks for mate-
rials already presented.

Assessing Work Role Identification - Level 1

Oetting, Cole and Miller (1974) included work role identification in
their hierarchy of work adjustment and indicated that this was the
basic level. Although their work was geared to the disadvantaged,
we feel that employment counselors encounter non-disadvantaged
counselees who have not developed a work role identification. Con-
sider the following definition from Oetting, Cole and Miller:

Work Role Identification is the view of oneself as a
working'person. It involves expecting to work, see-
ing oneself as a working person, finding satisfaction
in working, and not using other forms of financial
support when working is possible. Without such
identification there is little motivation to work at
all, jobs may be held only for extrinsic reasons such
as a temporary nectd for money, and the person may
choose alternatives to working whenever possible.
(Vol. II, pp. 77,78)
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ITEM 6 B.

INTRODUCTION 45 Minutes

A. Explain the Program

E. Expectations of the Participant's

C. Employer Expectations

D. Safety Tips

I. Understanding Yourself Pi Hours
(2 sessions)

A. Who Me

I. Identifying some of your strong and weak points

2. Identifying your social interests

3. Choosing your work environment

4. Analyzing your past work experience

5. Analyzing your own behavior

6. Planning your future/How one goes about planning a career

II. Self Improvement 11/2 Hours

A. Personal Grooming

I. Learning the elements of good grooming

2. Your wardrobe

III. Perception and Interpersonal Relations Di Hours

A. Definition of Perception

1. Defining Perception

B. Incident Illustrating Perception and Interpersonal Relation

IV. Communication I Hour

A. Personal Factor Affecting Communication

1. Communication Skills Survey

V. Value Clarification and Goal Setting 2 Hours

A. Definition of Value

B. "I can't, I won't"

C. Pie of Life
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VI. Resumes/Data Sheet/Letter of Introduction 2 Hours

A. Resumes

I. The purpose of Resume

2. Resume Format

3. Resume Check List

4. Key Resume Words

5. Writing a,Resume

B. Personal Data Sheet

I. The Purpose of Personal Data Sheets

2. Data Sheet

C. Letter of Introduction

I. Purpose of Letter of Introduction

2. Sample Letter of Introduction

3. Writing an Letter of Introduction

VII. Application Form 11/2 Hours

A. Rules to Follow in Completing Form

B. Terminology

C. Practice Form

rIII. Sources of Employment I Hour

A. Where Do you Look for a Job?

I. Want-ads

2. Job Service

3. Yellow Pages (telephone directory)

4. Personal Contacts

B. Telephone Techniques

IX. Interviewing Techniques 2 Hours

A. Interviewing

I. Do's and Don'ts

2. Commonly asked questions

3. Stress Questions
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B. Interview Role Plays

X. Introduction to Employer Expectations 11/2 HoUrs

A. Defining Employer Expectations

B. Conflict Between Personal Values and Employer Values

XI. The First Day on the Job Hour

A. Feeling One May Have The First Day on the Job

B. Tips for Your First Uay on the Job
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V. Value Clairfication anci_GoalSettinq

Objectives

1. Aid participants in defining and prioritizing their personal value system.

2. Encourage recognition and tolerance of differences in personal value system.

3. Recognition of personal responsibility in value choices.

Time Reouired

2 Hours

Materials Needed

1. Individual copies of "Transparency #13 and Student Worksheet, #14".

2. Paper, Pencils, Ruler.

Process

1. Administer - "Transparency =13", discuss the "Definitions of Value".

2. Administer - "Worksheet 014", instructor.explain that there are not right
or wrong answers and the way they choose to spend the money is strictly an
individual decision.

3. "Pie of Life" activity - each student draws a large circle (PIE) and divides
the pie according to time spent.

1. Work/school 5. Alone
2. Chores 6. Friends
3. Sleep 7. Miscellaneous
4. Family

If pie slices are unacceptable, student is asked to reslice the pie as she/he
would ideally like it, and to begin thinking of ways to attain the ideal pie.

4. "I can't, I won't" aPtivity - instructor have participants to list as many,
"I can't" statements.as they are able to list, then choose a partner and read
their statements aloud. After each participant has had a turn, they are then
asked to respeat the statements to each other substituting the words, "I
won't". Each student is then asked to get in toucn with the difference in
feelings each statement produced, and to analyze those feelings.
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X. Introduction to Employer Expectations

Objectives

1. To identify employer expectations.

2. To get a feel for individual employer expectations.

3. To identify, compare and possibly resolve potential conflicts between

personal values and those of the employer.

Time Required

1 to 11/2 Hours

Materials Needed

1. Individual copies of Worksheet #56: Understanding Values Employers Hold

To be Important For Workers.

2. Pencils.

3. Standard employer expectations (pre-listed on flip chart) and marker pen.

Process

1. Instructor: Why is it important to discuss expectations in terms ol
keeping a job? Discuss game analogy. Discuss how knowing your expect6-

tions can keep you in control.

2. Brainstorm in small groups (305): "What do employer's expect of their

employees?" Group leader will be selected to take notes. Small group

conclusions will be listed for the class on the flip chart. Chart will

than be posted.

3. Instructor: Introduce pre-made expectation "posters" on flip chart.

Group will be asked to describe what the-definition of these expecta-

tions are. The, instructor should paraphrase established definitions.

I. Getting along with People/Cooperation
(Pleasant personality, courteious, respectful)

II. Honesty
(admit mistakes, express opinions, working during work hours)

III. Initiative
(doing things on your own)

IV. Willingness to learn
(listen carefully, ask questions, try new things, learn from mistakes)

V. Dependability/Attendance
(punctual, finish tasks - meet deadlines, call in, seldom absent)

.739

895



VI. Enthusiasm/Interest in the job.
(cares about the quality of their work)

VII. Willingness to Follow Directions
(listen carefully, ask questions, doing it "their way")

VIII. Acceptance of Criticism/Maturity
(follow suggestions, accept gracefully)

IX. Loyalty

(try to make the company look good, keep problems "in-house",
work hard for the company)

X. Ambition
(do your own job and show you are capable of doing more, learn
new skills and get more education)

XI. Appropriate Personal Appearance
(suitable clothes, neat and clean)

4. Instructor: "An easy way to understand your bos' values is to put
yourself in his/her shoes.... Administer Worksheet #56 (Understanding
Values Employers Hold to be Important for Workers) Group will discuss
results and compare notes. Different expectations for different jobs.

5. Instructor: Ask each participant to tell the class what their career
interest area is--the class will be asked to verbally list those values
pertinent to each profession.

740

806



XI. The First Day on the Job

Objectives

1. Participants will become aware of the feelings they may have when they start
a job.

2. Participants will learn steps they may take in preparing for the frist day on
a job.

Time Required

Hour

Materials Needed

Individual copies of General Tips for Your First Day on the Job.

Process

1. Fantasy trip: Facilitator will darken room; and ask participants to close
their eyes and imagine their first day on the job.

"I want you to begin by imagining yoUr alarm clock going off as you wake up for the
day. What time is it? Are you very sleepy, alert and excited, or do you have feeling
of dread? Picture yourself jumping - or rolling - out of bed. What are you thinking?
Now, I want you to mentally go through all the things you must do to prepare yourself
for work. Picture your self as you clean up - then go to your closet.- What are you
going to wear? Did you choose it the night before? Are there any other people with
you? Are they helping you or making you nervous? What are your feelings about these

people. Are you going to eat breakfast? What? How's your stomach doing? Are you cl

or do you feel tied in knots? Oopps - it's time to go already. Are you early or late

How are you getting to work? Well here you are - heart pounding a little? You open

the door and walk in. Scared? Lonely? You look for your new boss, luckily he finds
you before you feel too embarrassed at all the stares. You walk with him to his offic
at a brisk pace - are you feeling better yet? Picture how he might look at you and

act towards you."

Encourage discussion of the feelings participants experienced - acknowledge the
inevitable feelings of a person on their first day of a new job.

2. Distribute copies of General Tips for your First Day on the Job - discuss.
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ITEM 6 C.

Title:.

Purpose:

Unit 4

Lesson 5

Lesson Overview

Assertive Communication.

To expand on youngster's understanding and use of assertive
communication to assist them in problem solving.

Equipment: Audio tape player.

Activities

A. Review definition of
assertive, passive,
and aggressive'com-
munication

B. Practice situations

C. Broken record tech-
nique

D. Questions and
Answers

E. Assertive Bill of
Rights

F. Practice tapes

G. Review Unit

H. Review Questions

I. Answer Key

Tilts

3 minutes

4 minutes

1 minute'

2 minutes

5 minutes

15 minutes

5 minutes

10 minutes

743

Resources/Materials

Handout "Assertive Bill of
Rights" page 4-5-2
11.0.101. I.

Audio tapes - "Stick up for Your
Rights" - tape 11
"The n''.7ic Woasthat get You
Fired" - tape 6
"Getting help and Information"-
tape 2

Handout "Unit Review Questions"
page.4-5-3

08



Assertive Bill of Rights

A. People have a right to express their feelings including anger.

B. People have a right to feel and express competitive drives.

C. People have a right to meet individual needs.

D. People have a right to make mistakes.

E. People have a right to change their minds.

F. People have a right to be treated as an adult and not patroni=a .

G. People have a right to be independent.

H. People have a right to say no and not feel guilty.

I. People have a right to say "I don't know, I don't understanc."

J. People have a right to say "I don't care," but accepting the con-
sequences that go along with such a decision.

K. People tiave the right to be treated with respect.

L. People.have the right to be listened to and taken seriously.

M. People have the right to set their own priorities.

But - People who want these rights must: respect these rights in
others. I. a person does not do this, s/he forfeits the
right to the Bill of RightS until s/he can prove that they
can handle the responsibilities that come wa. th the rights.

744 8



Name

Communications Review (1Ellsisal

?art I. All cammunication is made up of three parts. Lable the parts
on the drawing below.

2. 3.

:art II. True and Flase - Read each statement below. Write true if
you think it is true, write false if you think it is false.

1. My body language should match the message I an sendins.

2. Choosing the right words are noi; important in sendiaz
a clear message.

3. Eye-contact is an example of verbal communication.

4. Who, what, and where are part of a clear message.

5. One job of the receiver is to listen.

6. Talking with your hands ib an exa.gple of non-verbal
communication.

7. The tone of your voice in communication is not importa...t
in sending a clear message.

8. How c1osely you stand frac' a person when communicatim;
is important.

9. Assertive ctatements can be helpul in problen solvinv.

10. Posture is a part of communication.1131MI

Part III. Read each statement below, write the correct word/words in
the blank.

1. is a form of non-verbal communication.

2. is an example of a road block, when used at
tne wronz time.

3. is a gesture.

810
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4. is listening to other sounds while sor-sone
is talking to you.

is the person who is speaking.

Z. is the informa:zion.

2art IV. Complete the following sentences with the correct words.

1. List the six elements used in sending a complete message.

2. List the three road blocks to communication.

3. List the four things to remember in sending a clean message.

811
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Wit 4 - Communication

Lesson S - Assertive Communication

Review the definitions of assertive, passive, and aggressive
communication.

B. Continue with 2 or 3 practice situations, see below:

1. "You've just cleaned your room and discovered your baby sista::
has messed it up."

2. "Your test paper is returned to you and an answer that is correct
has been marked incmrrect. It isn't mArked wrong on anyone
else's paper."

3. "You go into McDonald's and everyone ignores you, serving a,luits
first. The counter person turns to another adult who arrive'.
after you."

4. "You are the first one at the bookstore in the morning, bat
another student cuts ahead of you."

S. Summarize this exercise by stating: "That assertive communi-
cation can get one .what one: want with the least risk to oneself.

1%; State: "One method of assertively getting what you want iscalled Broken Record." Write "broken record" on the flip chart.Continue': "By practicing to speak as if you were a broken record,you learn to keep saying what you want and not get sidetracked.You have to keep saying what you want in a calm, repetitive voiceuntil the other person really hears what you're saying and givesin to your request or agrees to a compromise."

1. Act out a broken record situation with one learner. Make up
your own or choose from the following:

a. door-to-door salesman wants to sell you encyclopedias
you uon't want. Record -Mut I don't want an encyclopedia'

b. "You bought some groceries and got home to find some meat
missing. You have returned to the store to straighten out
the problem. Record -,my meat is missing'-"

c. "Your friend promised to do something for yolli 0 a set time.
He didn't do it. Record -'But you promised.'

I"

2. Keep the role play brief to demonstrate the technique to learn-
ers. After completion discuss:

a. How the "assertive" person felt.
b. How the other person reacted.

747
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3. Have learners volunteer (in groups of two) to act out situazions*
with one being assertive using broken record language. Make
up situations or choose from the following:

a. "Your younger brother or little nephew wants to go to the
movies with you and your friends."

b. "You are planning to go away over the weekend and your parents
want you to spend time with them."

c. "Your uncle dents to fix you up on a blind date with his boss's
son/daughter. You have other plans and you uon't wish to go."

4. Stop after each role play situation to discuss how the situation
WAS handled and other techniques that could have been utilizeu
effectively.

D. Questions and Answers.

E. Distribute the"Assertive Bill of Rightepage 4-5-2. Give tha
students an opportunity to follow while you read aloud.
each point highlighting the student's rights and others' rights
Alsq state"The way you express.these rights must be approprit;:e
to the situation. For example, you have a right to get angry
with ;four counselor, but not to thieaten him/her with bodily
harm. Emphasize the right, but doubly emphasize the "how".
mentiorg'If you respect others as you use this Hill of Rights
others will generally respect vou and act appropriately." Empha-
size the but on the Assertive sill of Rights.

"Remember - you must be responsible in the way you express you
rights: keep your behavior appropriate."

F. Practice their assentive skills with:

a. "Stick Up for YOUr Rights"- tape 11 from the World of Work I.

b. "The Magic Words That Get You Fired"- Tape 6 from the World
of .Wark I.

c. "Getting Help and Information"- Tape 2 from the same collez'zion.

G. Review the unit. Highlight:

1. The job of the sender to get a clear message through. This
involves:

748
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a. Proper use.of - who, what, where, when, why, and hew.

b. Use of the:

1) Right words.
2) Right method .(includes tone, body language, space).
3) Right time and place.
4) Hearing beyond the actual words (watching.for body lang-

uage and tone).

C. Avoiding of roadblocks.

1) Solution statements.
.2) Put down statements.
3) Avoidance of communication.

d.. Using assertive communication in combination with politeness
to get one's needs and wants met by others.

2. The message - This is the information beiiig sent. It should:

a. Be clear.
b. Be complete.
c. Have appropriate tone.
d. Tailored to the audience or receiver.
e. Mean the same thing to the sender and receiver.

3. The receiver or listener should get the information necessary
to understand a message. This involves keeping communication
open until the message is fully understood with the nse of:

a. Constructive silence.
b. Acknowledgement.
c. Door-openers.

4. "In this unit we have isolated the various parts of communica-
tion for the purpose of understanding the process. Remember,
in the communication process, you take turns sending and re-
ceiving. So be alert. You need both the sender's and re-
ceiver's skills to complete most communications."

H. Distribute Review Question page 4-5-3. Give students enough
time to complete questions.

8 4
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I. Key - Communications
Review Questions

Part I.

sender
message
receiver

Part II.

Part III.

1. Eye contact, facial expression, posture,
gestures, walk

2. solution, avoidance, command,put down

3. clenched hand,crossed arms, head nod

1. True 4. distraction
2. False
3. False 5. sender
4. True
5. True 6. message
6. True
7. False Part IV.
8. True
9. True- 1. Who, what, where, how, why, when

10. True

2.

3.

solution body language doesn't match
command words
avoidance put down

choose the right words for sending the mes-
sage; choose the right method for sending
the message: choose the 1', time and
place for sending the mes.. tlaar beyond
the actual words someone sends to get the
real meaning of the message.
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CHAPTER 7. - APPENDIX ITEMS

A. Private Industry Council of SDA #25 753

o Basic Entry Employment Skills Competencies Certificate

B. VEDP 755

o Certificate of Achievement

C. Baltimore City Public School No. 9 757

o Certificate of Proficiency
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L.I.v.1 :4411.

UASIC ENTRY F.111'.LOYMENT SKILLS COMPETliNCIES

1, it 0 It A II

Upon the recomendations.of the staff, and by vii.tue of the authority vested in

them by the MTV= INDUSTRY COUNCIL of MN #25 and JOHN A. LOGAN COLL= this

certificate it puinicnted to:

and is evidence that has convicted a course in

Basic Envloyment Competencies. We, hereby, certify that

has acquired these competencies.

Wan, Community Co leery:

try Council:

Pato

,8 17 '1A`

U ArFUV:o... 774.1,F7A;i,ci
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for participation in the VOCATIONAL EXPLORATION DEMONSTRATION PROJECT,
a joint effort of tbe National Allliance of Business,

The United States Departmeist of Labor, St. Louis University, and

On the basis of this enrollee's performance in the program, we do certibr that the Mowing
employment-relevant competencies have been demonstrated:

.

Issued ,

am H. Kolberg Program Directm
National Album. of Business
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BALTIMORE
ITEM 7 C. CITY

PUBLIC
SCHOOL No-9

CERTIAGITE Or
PROFICIENCY

THIS IS TO CERTIFY TM'

HAS ACHIEVED SKILLS IN
THE BUSINESS TRAINING PROGRAM

IND1011ED ON THE TASK CHECKLIST WOW
AND IS RECOMMENDED FOR ENTRY INTO

THE TRINDE AT HIS/HER PROFICIENCY LEVEL.

DATE OF ISSUE INIDNCIPAL INSTRUCTOR

TO THE EMPLOYER: This certificate indicatets the level of proficiency achieved by this graduate.
Key: LLimitedNads additional instruction or close superirision. M-ModerateCan perform the task with moderate
amourt of supervision. SvSkilledCan perform the task independently with accuracy.
If the task has not been taught, it will be lined out.

TYPEWRITING
Use and core for typewriter
Type 33-35 words per minute with 5 errors or less
Address envelopes
Type carbon copies
Correct errors
Erase
Produce mailable baton
Type from rough draft

GENERAL OFFICE WORK
Handle a mail list
Fold and insert letters into envelopes
Complete business reports and forms
Answer telephone
File with accuracy

DUPLICATION
Use and we for frothing;
Practice safety in mechine operation
Cut and run stencils
Make master copies

BUSINESS MATH
General and usable knowledge of addition, subtraction.

multiplication and division
Write and deposit checks
Make withdrawn
Bank statements

f.M S
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CHAPTER 8. - APPENDIX ITEMS

A. Ruth S. Niekse, AssessingLife Skills Competence, 1980 761

o Developing a Recordkeeping System, pp. 119-120

B. Skills Center Advanced Training and Employment Program, Springfield,

Massachusetts

o Performance Reports
763

C. Kemp Horn Vocational Center 767

o Documentation Format

D. 769

o Performance Skills Profile

759
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ITEM 8 A.

DEVELOPING A RECORDKEEPING SYSTEM

Developing an efficient recordkeeping system is critical to the implementation of
alternative diploma programs. Some orderly approach is necessary to gather demographic
information about candidates, to record their progress through the program, and to use as
a basis for program evaluation. Separate forms for the various uses and different steps in
the progrt m are most convenient. Such forms might include:

1. Inquiryform: This form records the name, address, phone numbers at work and at
home, how the person heard about the program (from a friend, on the radio, on
television, in the newspaper, for example), and what action was taken (for
example, materials sent, follow-up calls, if the person attended an orientation
session, if the person signed up for the program).

2. Registration form: This form records demographic information which can be used
for report writing and program evaluation. This information includes name,
address, phone numbers at home and at work, occupation, place of work, age, sex,
race, marital status, current personal and total family income, highest grade of
education attained, previous adult education experience if any, and reason for
wanting to earn a diploma.

3. Student progress form: This form records such data as the dates of the diagnostic
tests taken, the results of the tests, the advisor's name, learning and testing
recommendations, the assessor's name, and the types of records used to document
prior experience and/or learning.

4. Recommendations form: This form includes the learning contract and/or learning
prescription given to the candidate.

5. Stdent Portfolio: Rather than a form, this is a file folder that becomes the
candidate's portfolio or permanent record. It includes copies of the student
progress form and the recommendations form, and all documentation of the
candidate's work. The portfolio is bound when it is finally completed.

761
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6. Summary form: This form lists all the candidates in the program, their dates of
entry and exit, the phase each candidate has attained in the program (for
example, at the counseling, diagnostic, learning, final assessment, special project,
or independent study phase), and the date of expected completion of the program
or the date of actual completion. Besides being invaluable for keeping the staff
up to date on the program, the summary form is extremely useful for planning.

7. Termination form: This form records the date and reasons for any candidate's
leaving the program, and also notes reentry, if it occurs.

8. Transcript: From the candidate's point of view, this may be the most important
document of all since it is the official statement of accomplishment. What is
listed on the transcript will depend, of course, on the requirements of the
individual program. However, all transcripts should include clear descriptions of
what the learning was and the level or depth of the learning. Since the transcript
will most likely differ in format and appearance from that used by the local
district, candidates should be aware of the type of information and how it is
recorded and should be helped to adequately explain the differences to employers
or other schools.

762
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ITEM 8 B.

@CATE PERPOMANCE REPORT
NAME: SSN:
TRAINING PROGRAM COMPET ENCIES INIOV 18WR

111111011MAMCI
,

COMMIT:KY AREA IV! VOCATIONAL SKILLS 1 GRAPHIC ARTS PROCRAM
mime Roves

BENCHMARK

SENCICIARK

AREAS:
s . - LA a . AIVIL If 1

2. PUNCTUALITY (94 - CALL In WHEN LATE/ 111
2. COMPLETED GRAPHIC ARTS suor SALETY PROGRAM
LA. OBSERVE SAFE PROCWIRES IN PRIUTInG SHOPS 40

20-B. OBSERVE SAFE HANULIA. AND STORAGE Of COMBUSTIBLES
C. RN d EMEREETH.f SA'.fY UE. .HF Tii.Ik LQCATTThr in
D. USE AJD APPLY CORRELT HAL4LING 4ITH PROCESSIAG GIOMICALS

_ _ I in
4 GENERAL SHOP PROCF.WRES

A. MAINTAIN AND CARE FUR EQUIPMENT AND wORK AREAS .,.

B. KNOW FUNCTIONAL OPERATION OF EQUIPMNT AND TOOLS In
C. KNOW AND USE SINGLE AND MULTI-COLOR REPRODUCTICAI TECHNIOLES in

S. CAMERA OPFRATIONS
A. SET CP CAMERA FOR PERCENTAGE ENLARG ..E. ii u U. ,n
B. MOUNT.MATERIALS FOR REPRODUCTION AND LOAD COPYBOARD

E.)
C. GET F STOPAND TtnER ,
D. FOCUS, ADJUST AND 0PgRATE CAMvRA

6. DARKROOM OPERATION
A. PREPARE- CHEMICALS-FOR FILM PROCESSING )

B. oPERATE TEMPERAL:RE CONTROL SINKS
C. OPERATE APPROPRIATE SAFELIOT5 6o
D. DEVELOP LINE COM HALF TONES In

7. STRIPPING
A. POSITION AND TAPE NEGATILE TO MASA 20
B. USE APPROPRIAT TOOLS AND TECHN 'LES I% CUTTING WINDOUS IN MASA ,1

C. SELECT AND USE PROPER PROCEDURES IN OPAWING NEGATIVES li
.. STRIP NEGATIVES FOR NaTILDLOR Rth Iii

E. PROOF '9 FLATS USING FILING TECHNIQUES 10
B. PLATEMAKING TECHNI :ES

A. POSITION FLAT AND OPERATE (ACM FRAME 10
B. DETERMINE EXPOSURE USING CRAY SCALE in

C. SIT TIMER 1

D. D V or PRE-SENSITIZED METAL PLATES ...

E. GUM AND PRFSKRVE METAL PLATES 10

9. REPRODVCTION mrToons
A. APPLY RCoUIRKD rIKITO-RFPRUNCTICA TECHNIOVES HI

S. VSE PHoTO tOMMINO nAtliININ hi

C. UNnERSTAND AND PSI.: VARIOVS PRINTING PR :EMS

CERTIFICATION:
TOTAL HOURS W.

LAAPHIC ARTS INsIRUCTOR) DATA (COUNSELOR)

ENTRY LEVEL
PERFORMANCE
STANDARD

MEETS INDUSTRY REQUIREMENTS ESTABLISHED AT A LOCAL LEVEL FOR ENTRY INTO
OCCUPATIONAL AREA. INDIVIDUAL HAS DEMONSTRATED THE BASIC WORK HABITS AND
JOB SKILLS TO RE SUCCESSFULLY EmPLOYED ON A LONG TERM BASIS.
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-
@CATE PERPOIMANCIE REPORT

NAME: SSN:
TRAINING PROGRAM COMPETENCIES SWOP SOVII,

11111110110W411

COMPETENCY AREA IV: VOCAT .NA K .111:. .55 MALY PROCRAM vIll MO MOVIII
BENCICIARK AREAS:

I. ATTENDANCE (90, - CALL It( WHEN ABSENT)
2. PUNCTUALITY rim - CALL LN ofFN LATE/
3. COMPLETED ELECTRONICS ASSEMBLY SINDP SAFETY PROGRAM
4 INTRODUCTION TO ELECTRONICS ASSEMACY_EROGRAM

A. OVERVIE:: ANI) TEDMIN0LOGY OF ELECTRONICS INDUSTRY
s. CLEANLINESS Or wAmy. AREA. STORAGE OF MATERIALS
C. EIA RESISTOR COLOR CODE READING 14
D. IDENTIFICATION AND USE OF COMMON TOOLs FOUND IN INDUSTRY A
E. SOLDERING IRON USE (TINNING. CLEANING. HANDLINCE _ 4

,

. BASIC SOLDERING V '

A. SOLDERING STANDARDS
B. WIRE TINNING (mANuAL AND SOLDER POT) AND WIRE SPLICING A
C. BOARD A SINGLE STRAND wIRE. MULTI-STRAND WIRE (FRom MODEL) 4,
.. DURO B R
E. 6CIR WIRE ANO SW. RESISTORS (FROM MODEL)

ARO C 4I.ED COMPONENTS (FROM P CTORIAL DIAGRAM) 8
WIRE, CABLE AND HARNESSING
A-CHOOSING WIRE SIZES AND TYPES: GACGES (FROM PARTS LIST)
6. HARNESS LAWUT ON A ROARD 20
C. LACING AND/OR TIE-wRAPpINC OF COMPLETED HARNESS
D. HEAT SHRINK AND iTANDARD T7BING

1

E. WIRE WRAPPING AND UN-WAPPING FROM DRAWINGS 30
F. CRIMPING, CONNECTORS AND TERMINAL IDENTIFICATION 2D
4. RttiEw U. TOOLS APPLIC.ILLE TO HARNESSING
H. CONTINUITY TESTING AND USE OF TEST LICHT

7. MECHANICAL COMPONENTS AND ASSEMBLY
A. SC1034.. wASHEAS, N;IS AND mISCELLANEOUs HARDUARE

2 ;

B. COMPONENT IDENTIFICATION (DIO)ES. TRANSISTORS, ETC.) 16
C. FINAL ASSEMBLY OF FrUcTIOMAL UNIT AND Di$A$NENDLY

ie. MODULE CONSTRUCTION AND AVVAN.:ED SOLDERLESS TECHNIQUES
A. SHALL NODULE CONiTRUcTioNILIRcE MODULE CONSTRUCTION
B. FINAL,ASSEMBLY OF FUNCTIONAL CNIT AND QUALITY CONTROL

9. DESOLD KIVU AND AEWOHA TECHNIOVE
A. DESOLDERING.PREVIOVS BOARDS
B. MUDDLE FINGER KEADINN: CONNECTOR MARKINGS l'

C. REWORK MODUE FOLLUNING ECO INSTRUCTIONs
U. WEADBOARDING ANU V:.k. OF TEST EOVIDMINr

BENCINARK

A. sREAIMARDINA. TECHN1eVES ARO CIRCUIT CONSTRUCTION '.

B. FUNCTIONAL PSIS OF V.T.V.M.lud ww10Eo.411H.. In
C. h s JANUS or woNNFIANNHIP AND uRoWAHE IN.:141710))

;

CERTIFICATION:
1 TOTAL HwuRS Ilh

ELECTRONICS iNsiKUcruR) DAIL CUUNsLLUK

ENTRY LEVEL
PERFORMANCE
STANDARD

MEETS INDUSTRY REQUIREMENTS ESTABLISHED AT A LOCAL LEVEL FOR ENTEY.INTO
OCCUPATIONAL AREA. INDIVIDUAL HAS DEMONSTRATED TUE BASIC WORK HABITS AND
los SKILLS TO SE SUCCESSFULLY EMPLOYED OM A LONG TERM BASIS.
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@CATE PERPORMAHCE REpoor
NAME: S SN:
TRAINING PROGRAM COMPETENCIES MVO, SIM

111116011MASHI

COMPETENCY AREA IV: VOCATIONAL SEALS MACHINE OCCUPATIONS VII HO NVill
KENCHMAKK

BENCILMARK

MILAN:
I. ATTENDANCE (90/. - CALL IN DOM AKSLNT)
2. PUNCTUALITY 004 . CALL IN WHEN LATE)
3. COMPLETED MACHINE SHOP SAFETY PRIRMAM COMPONENT

. MEASUREMENT IMRE:H.14ES AND INTERPRETATION (THEORY)
-5.

ln
ELEMENTARY ALUEPNINT READING AHD INTEKPRKTATION
I A. INTEEPWCATION OF INUUSTKIAL UNAWINGS

i i 4
I. TURCE VIEW PROJECTIONS

I P,1

C. SCALE DRAWINGS 1 16
D. BLUM= NoTATION I 11
IlL÷TEMILIA4rILLIPKINT READING ANO INTERPRETATIW
A. HuO PN N SPECIFICATIONS AND OINENSIONING
B. PARTIAL JECTIONS. AUXILIARY VIEWS PHANTOM OUTLINES
C. SYMBoLS AND ':,TIAPES 1

D. IOENTIFYING METALS STRUCTUREL_.
. MATHEMATICS FOR MACHINE TECHNOLOGY

sAsIt.. MATHEMATICAL OPERATIONS rOil ACHINE OCCUPATIONSIA.

B. ADVA0CED MATHEMATICS FOR MACHINE OPERATIONS ..

C. msoakcito TO *.:"::RICAL CONTROL OPERATIONS
6. MACHINE OPERATIONS - SET-CP, OPERATION, AND CONTROL

A. LATHE ign
B. ORIEL PRESS '

C. MILLING MACHIN,
D. PEDESTAL GRINDING .

E. SURFACE GRINDER In
F. CUTTER GRINDER inn
u.,ORIEPOKT

-1171

M Inn
111R1-1AND FLOOR WM - SAutNG FILING 4SSEMBLY THREADING -

I. TOOL CKIR USE I.1

CERTIFICATION: . I TOTAL HOVRS "nn

=r,II---:IIMAIIIIISTRUat DATE (COUNSELOR)

ADVANCED MACHINE DCUPATIONAL SKILLS - SET-VP. OPEICATION AND CONTROL
RENCIDUKR

RENCIOCU4K

AREAS:
I. WARNER AND sWASLY WLTIPLE SPINDLE TFRRET LATHE 140
2. BIWA AND sHARp/NOKToN o.n. 4.411NM111 o 1

3. BRYANT 1.0. GRINDER 15

4. BAINCEPORT - MILLING MACHINES III

S. BVELAKU VERTICAL MEET LATHE ISO

TOTAL HOURS
CERTIFICATION:

(MACHINE INsTRULTDR UAll.. 71A-SLLOK

ENTRY LEVEL
PENFORMANCE
ISTANDARD

MEETS INDUSTRY REQUIREMENTS ESTABLISHED AT A LOCAL LEVEL FON ENTRY INTO
OCCUPATIONAL ARCA. INDIVIDUAL HAS DEMONSTRATED THE BASIC WORK HABITS AND
JOB SKILLS TO RE SUCCESSFuLLY.EMPLOYED ON A LONG TERM RASIS.
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KEMP HORN VOCATIONAL CENTER
ITEM 8 C.

Name Instructor
0 Fall

School Year-to Semester: 0 Spring Principal

N.NotReadv S.WithSupervision 11
1st Marking Period 2nd Marking Period

N S 1 N S 1GROUNDSKEEPING

Chooses the appropriate tool for the fob
.....

Returns tools to proper Place
Operates groundskeeping equipment:

1. Lawn TOM/Of
2. Tractor
3. Rototiller
4. Attaches cart
5. Lawn sweeper-
6. Electric clippers

Observes safety regulations when operating equipment
Performs groundskeeping tasks:

1. Cuts grass evenly
2. Trims grass
3. Transplants shrubbery
4. Transplants flowers
5. Removes weeds
6. Adds mulch
7. Plants seeds in flats
8. Plants bulbs-
9. Rakes grass and leaves

10. Polices the area
11. Prunes shrubbery
12. Prepares soil for seeding
13. Checks oil and gas
14. Greases equipment

-,

15. Applies fertilizer
16. Uses hoe
17. Chooses correct size pot for plant

-
18. Makes cuttings
19. Evaluates area to be worked cn

Recognizes words used in groundskeeping

lit Marking Period 2nd Marking Period

Instructor Observations: Date Instructor Observations: Date

.

Parent Signature _ Parent Signature

,

Comments:

-

Comments:
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KEMP HORN VOCATIONAL CENTER

Name instructor
0 Fall

School Year to Semester: 0 Spring Principal

Attendance: 1st Marking Period
AM mammy rarKru

Present Abaant lit Marking Period 2nd Marking Period

Ames.
able Good

Nods
Improvir

mem
Atatil

Ole

,

Good
PERSONAL WORK CHARACTERISTICS

Needs
impmv..

mint

Work Habits
1. Comes to work/school daily
2. Punches time card on time and correctly
3. Follows directions:

a. Verbal
b. Written

4. Works to capacity
5. Looks for work without being told

Work Skills
1. Demonstrates quality of work
2. Evaluates own work
3. Completes full work day
4. Demonstrates manual dexterity
5. Completes appropriate guantity of work
6. Works independently
7. Demonstrates eye-hand coordination

Work Attitudes
1. Demonstrates initiative
2. Enjoys work

,

3. Shows interest in work
Socialization Skills

1. Works well with others
2. Is friendly
3. Is mannerly
4. Accepts constructive aiticism

Personal Skills

1. Dresses appropriately for job/school
2. Uses good grooming habits

1st Marki . Period 2nd Marki Period

instructor Observations: Date Instructor Observations: Date

Parent Signature Parent Signature

Comments: Comments:
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ITEM 8 D.

STUDENT'S NAME

PERFORMANCE SKILLS PROFILE
PROGRAM: VOCATIONAL DRAFTING

YEAR OF GRADUATION

LEVEL OF PROFICIENCY:

DATE TRANSMITTED

Student acquainted with
Student can perform Job
Student can perform job

job--limited skill
under close supervision
with minimum supervision

performance skillsStudent has job-entry

Iden. of Drawing Equipment Use of Equip. 6. Instruments Lettering
SELECTED INDIVIDUAL TASKS: 1. Scales 1. Origin of letters
1. Drawing boards Architects 2. Single stroke gothic

MI./

2. T-Squares Engineers
1111.

3. Uniformityin lettering
3. Drawing paper 2. Pencils

11111
4. Pencil technique

4. Pencils 3. Triangles
MNII1MMI

5. Guide lines
types & choice of
sharpening

.111
45°
30° - 60°

6. Lefthanders
7. Spacingof letters 6. wd

..mm

5. Triangles 4. Compass 8. Numerals
1 p

6. Erasers & erasing Use 6. sharpening
=111,

7. Scales 5. Alphabet of lines..01
8. Drawing instruments 6. Quality of lines

7. Secure paper to board
Geometric Shapes Geometric Construction Third An le Ortho raphic Proj.

1. Parts of a circle 1. Bisect horizontal 6. 1. Pictures I views

2. Triangles vertical lines 2. Revolving the object
3. Quadrilaterals 7 Pisect a line or arc theory

4. Regular polygons :'sect an angle 3. Glass box theory
111111 m.

5. Five regular solids .sw a circle tangent
,

4. Hidden lines
1MMIIMI

tetrahedron
hexahedron
octahedron
dodecahedron

.0 a line
5. Draw a tangent to a

circle
6. Draw an arc tangentto

a 5. Choice of views
two-view drawings
three-view drawings

6. Attitude of views

/1

icosahedron two straight lines =I 7. Preference of lines
7. Draw an arc tangent to 8. Visualizing views

straight lines 6. arcs ni
Techniques 6 Applications Dimensioning Shoo Processes.

1. Pencil drawings 1. Complete description 1. Types of shops Li
2. Pencil technique of objects

-
'=1 2. Castings

3. Reproduction process 2. Arrowheads fillets 4 rounds
4. Spacing of views 3. Figures 6. inch marks rig:out

5. Points 6. lines In views 4. Direction of figures conventional edges
11

6. Planes 6. angles in views 5. Finish marks 3. Welding 6. weldments
AmM1

7. Curvedsurfaces in views 6. Angles & arcs 4. Measurements (in shop)
8. Intersections and 7. Placement 5. The lathl & turnings

tangencies 8. Steps in applying 6. Finished holes
9. Size of cylinders

..116
7. Madline tools

10. Location lathe
11. Superfluous dimensions411, grinder - shaper

miller
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Sectional Views Threads It Fasteners Pictorial Drawings
I. Full sections I. Screw threads I. Types
2. Section lining 2. Cutting thds on lathe

-....-

perspective
3. Visible, hidden 3. Thread forms

-
isometric

centerlines in section 4. Thread pitch
--.--

oblique
bowmen./4 Half section 5. Rt. & ift. hand thrds

..---

2. Isometric drawings
5. Broken-out sections 6. Multiple threads

-----

sketching
6. Revolved sections 7. Symbolic& detailed th

-----

angles
7. Removed sections
8. Offset sections

8. Am. Nat'l screw thds
9. unified threads

circles,arcs,
ellipses.1

9. Ribs& spokes in section O. Thread notes 3. Oblique drawings
10. Conventional breaks

Mi.
I. USA Std. nuts& bolts angle 6 scale of
2. Spec. for nuts & bolts
3. USA Std. cap screws

depth axis
choice of position

4. USA Std. machine screw
5. USA Std. set screws
6. Kays & keyways

4. Perspective
two-point
one-point

7. Locking devices
Workin Drawin s Auxiliary Views Gears & Cams

I. Industrial drafting I. Inclined surfaces
. Types o cams

2. Checking drawings 2. Auxiliary view 2. Cam followers
3. Standards 3. Three auxiliary views 3. Cam motion

A.S.A. 4. Reference planes 4. Cam profiles
I.S.O. 5. Plotted curves 5. Types.of gears
drawing 6. Angles 6. Shape of teeth

4. Assembly drawings 7. Auxiliary sections Cooperative Work Experience
outline assembly
working drawing

assembly

8. True length of line I. Architectural Drafting
2

3.
5. Assemblies in section 4.
6. Welding drawings

5.
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CHAPTER 9. - AP7-ENDIX ITEMS

A. Contra Costa County (California) SDA 775

o Program Operation Monitoring Guide
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Contra Coate County
FY 'et TEPY Program Operation Monitoring Guide.

REFERENCE QUESTIONS FINDINGS

Contract
Service
Plan

A.1.c

ORIENTATION AND APPLICATION SERVICE

1. By geographical area, what outreach efforts
has Contractor implemente r'. to recruit new
applicants?

PRE-ASSESSMENT AND ELIGIBILITY REFERRAL SERVICE

A.2.e 2. Ras Contractor referred appliciints
determined to be ineligible to at least one
tl) other appropriate helping agency and to
Job Corps screening agencies if the youth

tri need or are judged able to benefit from
Job Corps? (Review process and
documentation.)

A.3.a.

PRE-EMPLOYMENT SKILLS ASSESSMENT AND TRAINING

Has Contractor assured that each applicant
has received:

a. Testing of aptitudes and interests;
b. Vocational counseling;
c. Job-Seeking Skills Training; and
d. Job-Keeping Skills Training.

(Review client files.)

PAB 44- 4. As of April 30, 1984, did this assurance
conform to requireaents of PAB 144-84?
(Review client files.)

A.4.a.

833

EMPLOYMENT CCHPETENCIES ASSESSMENT tROGRAM ENTRY

. Did Contractor assess each enr&iee'n
Basic Educational Skills by obtaining
information from the applicant's school
at the time of eligibility detersination?
(Review client files.)
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REFERENCE

1 Contra Costa County
FY '84 TEM( Program Operation Monitoring Guide

QUESTIONS FINDINGS

Contract
Service
Plan

A.4.bfic 6. Did Contractor assess each enrollee's Job
Specific Skills and Work Maturity Skills
by obtaining information from the enrollee's
training supervisor during the 3rd week of
training? (Review client files.)

PAS 48- 7. As of April 30, 1984, did such assessment
conform to requirements of PAD 48-84?
(Review client files.)

EMPOYMENT COMPETENCIES ASSESSMENT AT PROGRAM EXIT

A.5.a. 8. Did Contractor assess an enrollee's Basic,4
01 Educational Skills andfor Job Specific Skills

at program exit if the youth did not meet
the minimum standard when tested at program ent
(Review client files.)

A.5.b. 9. Did Contractor assess each enrollee's Work
Maturity Skills at program exit?
(Review client files.)

TRYOUT EMPLOYMENT TRAINING SERVICE

A.6.d. 10. What steps has Contractor taken to cvtablish
and maintain contacts and effective liaison
with employers in the local community and to
develop training positions with these employers

A.6.f. 11. Are worksite agreements with private
for-profit agencies?

836
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A. Birmingham Area Private Industry Council 779

o Request for Proposal Youth HA

B. National Alliance of Business, Performance Contracting Workbook, April, 1984 817
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Severely Retarded

C. National Alliance of Business, Performance Contracting Workbook, April, 1984 825
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D. National Alliance of Business, Performance Contracting Workbook) April, 1984 833
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Item 10 A.

BIRMINGHAM-JEFFERSON COUNTY AREA
JOB TRAINING CONSORTIUM

AND

BIRMINGHAM AREA PRIVATE INDUSTRY COUNCIL

720 North 19th Street
Birmingham, Alabama 35203

REQUEST FOR PROPOSAL

YOUTH II A

PLANNING YEAR 1985

Mayor Richard Arrington, Jr.
Chairman, Consortium Executive Committee

James H. Beckham
Chairman, Private Industry Council

PROPOSALS MUST BE RECEIVED BY April 1, 1985
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REQUEST FOR PROPOSAL (RFP)

PLANNING YEAR 1985

ISSUED BY: Birmingham-Jefferson County Area
Job Training Consortium and the
Birmingham Area Private Industry Council

PURPOSE: To seek proposals for the delivery of specific job
training programs for the period July 1, 1985
through June 30, 1986.

DATE ISSUED: March 8, 1985

CLOSING DATE: April 1, 1985

PART I
PART II
PART H-A
PART III
PART IV
PART V

CONTENTS:

BACKGROUND INFORMATION

TARGETED SERVICE & TRAINING AREAS
YOUTH COMPETENCIES

GRANT APPLICATION PROCEDURE
GENERAL INSTRUCTIONS

PROPOSAL DEVELOPMENT INSTRUCTIONS
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PART I

'BACKGROUND INFORMATION

A. CONSORTIUM

The Birmingham-Jefferson County Area Job Training Consortium is a
partnership between the City of Birmingham and Jefferson County.
It is the designated Service Delivery Area (S.D.A.) grant recipient
and administrative agency for all funds received under the Job
Training Partnership Act, as awarded by the State of Alabama and/or
the U.S. Department of Labor.

The Consortium is entering its twelfth year of operation a he grant
recipient of job training programs in Jefferson County. Tnese
programs provide a mix of employability development, training, and
supportive services for economically disadvantaged persons.

B. PRIVATE INDUSTRY COUNCIL

The Birmingham Area Private Industry Council is entering its seventh
year of operation. It was incorporated on August 10, 1983. The PIC
is comprised of representatives from private business, state and local
education training agencies, public assistance agencies, community
based organization boards, veterans organizations, state rehabilitation
and the employment service.

The PIC and the Consortium are co-equal partners. The PIC is
responsible for encouraging the participation of the private sector in
program development, providing general policy oversight, and
monitoring and evaluating subrecipient agreements.

The Consortium and the Private Industry Council are issuing this RFP
for specific programs intended to provide employment and training
services, to ease barriers to labor force participation encountered by
economically disadvantaged persons, to enable such persons to secure
and retain employment at their maximum capacity, and to increase
their earned income.

C. JOB TRAINING PARTNERSHIP ACT (JTPA)

The Job Training Partnership Act (JTPA), P.L. 97-300, was enacted
in 1982. Its purpose is to prepare youth and unskilled adults for
entry into the labor force and to provide job training for economically
disadvantaged individuals and others facing serious barriers to
employment.
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Of the funds allocated under JTPA to this area, 7.0% must be used for
training. Uy to 15% may be spent for administration. The remaining 15%
may be used for support services. Training may include half the wages
for work experience combined with training for no more than six months,
tey-out jobs in the private sector for young people, and most activities
formerly allowed under the Comprehensive Employment Training Act.

Summer youth employment is separately authorized and not subject to
these limitations.

The Act provides that the following services may be made available to
youth and adults:

1. Job Search Assistance 16. Vocational Exploration
2. Job Counseling 17. GED Assistance
3. Remedial Education 18. Job Development
4. Institutional SkM Training 19. Employment Generating
5. On-the-Job Training 20. Pre-Apprenticeship
6. Advanced Career Training 21. Information Dissemination
7. Private Sector Training 22. Adv. Learning Technology

Programs 23. Development of Job Openings
8. Outreach 24. Industry Specific Training
9. Labor Market Surveys 25. Follow-up Services

10. Orientation to Work 26. Coordination with Federal
11. Supportive Services Employment Service
12. Upgrading & Retraining 27. Needs-Based Payments
13. Education-to-Work Transition 28. Customized Training
14. Literacy & Bilingual training
15. Work Experience

In addition to the above services, the following Exemplary Youth Programs
are available at local option:

1. Education for Employment - Emphasis on dropouts and youth with
learning deficiencies.

2. preL-enoyment Skills Training - Emphasis on youth 14-21 who need
preparation to enter world-a-work.

3. E. ntry Employment Experience - Emphasis on youth who do not
intend to seek post secondary education.

4. School-to-Work Transition - Emphasis on high school seniors
planning to enter job market.

NOTE: The SDA and PIC are seeking bids on targeted areas of the
Ma-delivery system as will be outlined in Part II. The above listing
is what the law allows and not what this SDA and PIC are attempting to
secure through this bid process. This bid process identifies targeted
areas of services that are needed at this time. Bids will not be
acce ted for services not identified in Part II of this proposal.

782

841



The SDA is
occupational

PART II

Tar 'eted Service and Tralnin Areas

seeking m_ific proposals in the following service and
skills tr g areas:

3-a. Education for Employment Program (Section 205)
3-b. Preemployment Skills Training Program (Section 205)
3-c. Entry Employment Experience Program (Section 205)
3-d. School-to-Work Transition Program (Section 205)
3-e. Youth Services and Activities (Section 204)

A descriptive outline of the basic program components for each service
and occupational skills training area is provided. (See pages 3-a
through 3-e.) Offerors may submit more than one proposal or may
submit a combined proposal package.

Offerors are cautioned that the descriptive outline provided contains the
basic program components which MUST be present. However, proposal
consideration will be enhanced by additional creativity in program
design.

The SDA encourages one year proposals, but will accept two year
proposals. This is possible because the SDA operates on a two year
planning cycle. However, offerors are cautioned that proposal
continuation beyond one year is contingent on program performance and
availability of funds. Neither the SDA nor the offeror are assured
funding beyond one year.

783

842



REQUEST FOR PROPOSAL

Education for Employment Program

Exemplary Youth Program

A. Program Description

The Education for Employment Program will provide basic literacy
training for out-of-school youth who are unable to obtain employment
because of tri-thWiu7iiin-nal deficiencies. The program will serve
dropouts and inadequately educated high school graduates. Program
instruction may be conducted on an individual or group basis at an
acceptable location (e.g., school, library, neighborhood organi-
zation). Priority will be given to service providers who have
successfully implemented previous literacy training projects.

B. Selection Criteria

The following basic criteria will be used for selecting program
participants:

1. Out of school youth who are JTPA eligible, ages 16-21; and

2. Dropouts (priority); or

3. Youth who have educational deficiencies despite the attainment
of a diploma.

C. Curriculum

1. The curricula will meet State and locally determined general
education diploma and basic education requirements.

2.. The curricula will be based on the Basic Education Skills Youth
Competencies (Part II-A, Youth Competencies, page 7 thrtt 11,
Section C, Basic Education Skills). The curricula format and
content will be determined by the service provider.
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REQUEST FOR PROPOSAL

Preemployment Skills Training Program

Exemplary Youth Program

A. Program Description

The Preemployment Skills Training Program will provide in-school
youth with an awareness of the "world of work." It will atist
youth in identifying vocational interests and in acquiring the sldlls
necessary to seek, obtain, and retain employment. The program
will serve youth aged 16-21, and individuals 14-15. Classroom
instruction will consist of up to 200 hours. The program may be
conducted as either a self-contained project or as a prerequisite for
participation in the Entry Employment Experience Program.

B. Selection Criteria

The following basic criteria will be used for selecting program
participants:

1. In-school Youth who are JTPA eligible, ages 16-21, or 14-15;
and

2. Youth who plan to enter the full-time labor market upon leaving
school; and who do not meet established levels of academic
achievement (priority); and

3. Individuals, ages 14-15, who are JTPA eligible.

C. Curriculum

The curricula will be based on the Preemployment Skills Youth
Competencies (Part II-A, Youth Competencies, page 4 thru
Section A, Preemployment Skills). The curricula format and content
will be determined by the service provider.



REQUEST FOR PROPOSAL

Entry Employment Experience

Exemplary Youth Program

A. Program Description

The Entry Employment Experience Program will provide youth with
an entry level job in either public and private non-profit agendes
or private for-profit worksites. Preemployment Skills Training is a
prerequisite for participation in the Entry Employment Experience
program. The service provider must indicate how many placements
it plans to develop in each category, if both are targeted.

1. Public and Private Non-Profit Agencies

Targets youth i n high school or in an institution offering a
certified high school equivalency program.

Worksite and education and training activity hours may not
exceed 500 hours; 20 hours weekly during the school year and
full-time during the summer and holidays.

Classroom training must be specified in a preemployment
contract or meet established academic standards, via awarding
Carnegie units of academic credits.

Wages will be no less than $3.35 per hour, but no more than
the prevailing entry-level compensation for the same occupation
in the labor market area.

Participation may not exceed six months, including time spent in
Preemployment Skills Training.

Participation precludes subsequent participation in other Title
IIA work experience programs.

2. Tryout Employment (Private For-Profit Worksites)

Targets high school seniors or youths in an institution offering
a certified high school equivalency program.

Worksite hours may not exceed 250 hours; 20 hours weekly
during the school year and full-time during the summer and
holidays.

Classroom training is optional. It may be provided to assist
youths in job-related problem solving and to reinforce their
preemployment skills training.

Compensation in lieu of wages shall be $3.35 per hour to be
paid by the grant recipient for up to 250 hours.
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Placements shall be developed with the intent of providing the
youth an unsubsidized job. Vacancies in such positions may
not be refilled if the previous participant completed tryout
employment but was not hired.

B. Selection Criteria

The following criteria will be used for selecting program
participants:

1. Youth who are JTPA eligible, ages 16-21; and

2. Youth who do not plan to continue on to postsecondary
education (priority); and

3. Youth who are enrolled in a high school or an institution
offering a certified high school equivalency program; and

4. Have completed Preemployment Skills Training Program, or its
equivalent; and

5. Have not recently held a part-time or summer job for more than
250 hours of paid employment.

C. Curriculum

The curricula will be based on the Work Maturity Skills Youth
Competencies (Part II-A, Youth Competencies, page 5 & 6, Section
B, Work Maturity Skills) and Job-Specific Skills Youth Competencies
(Part II-A, Youth Competencies, page 11, Section D, Job Specific
Skills). The curricula format and content will be determined by the
service provider.
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REQUEST FOR PROPOSAL

Sehool-to-Work Transition Assistance Program

Exemplary Youth Program

A. Program Description

The School-to-Work Transition Assistance Program will serve dropouts
and high school seniors in hAh schools having a predominance of
students from families with incomes EFigir 70 ercent of the lower

g. standara income eve lie program e ser cee,
which will edible the participants to obtain employment. Transition
services which may be provided im:lude:

1. provision of occupational information

2. short-duration job search assistance

3. job clubs

4. placements and job development

5. follow-up

Program participants may be referred to other JTPA adult training
activities or the Job Corp.

Program participants may also be referred to a Preemployment Skills
Training Program as either a complement to the transition services
or as a prerequisite for enrollment in the Entry Employment
Experience Program.

B. Selectim Criteria

The following criteria will be used for selecting program participants:

1. Youth who are JTPA eligible, ages 16-21; and

2. High school seniors who plan to enter the full-time labor market
upon graduation, with priority to seniors in high schools having
a predominance of students from families with incomes below 70
percent of the lower living standard income level; or

3. Dropouts 'mho have recently left school.

C. Curriculum

The curricula will be based on the Preemployment Skills Youth
Competencies (Part II-A, Youth Competencies, page 4 thru 6,
Section A, Preemployment Skills). The curricula format and content
will be determined by the service provider.
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REQUE:3,):: FOR PROPOSAL

Youth Services and Activities

Proposals may be submitted which provide for a combination of services
and activities or provide for a single service or activities. The
following services and activities (See Part I, page 2) are applicable to
youth:

1. Remedial educe. .d basic sldr 3 training.

2. Institutional skill ixaining

a. Multiple Competency Clinical Technician

b. General Clerical Cluster (Bookeeping, file clerk, office machine
typist, word processing, etc.)

c. Auto Mechanics, Heavy Equipment Mechanics, including Diesel

d. Building Maintenance, General Utility repair

e. Truck Driving Occupation

f. Service Occupations (Cooks, Cleaning Service Workers, Security
Guards)

g. Retail Sales/Cashier Cluster (Stock Clerks; Stockroom,
Warehouse, Shipping/Receiving Clerk)

h. Landscape/Gardeners and Groundskeepers

I. Construction Cluster (Pre-apprenticeship, laborer, entry level
type training in various construction occupations)

'The above occupations may be either Individual Referrals to
existing occupational training or class size training.

3. On-the-Job training.

4. Programs of advanced career training which provide a formal
combination of on-the-job ane institutional training and internship
assignments which prepare individuals for career employment.

5. Training programs operated by the private sector, including those
operated by labor organizations or by consortia of private sector
employers utilizing private sector facilities, equipment, and
personnel to train workers in occupations for which demand exceeds
supply.

6. Programs to develop work habits and other services to individuals
to help them obtain and retain employment.
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7. Work expedence.

8. Vocational exploration.

9. Attainment of certificates of high school equivalency.

10. Pre-appranticeship programs.

11. On-site industry-specific training programs supportive of industrial
and economic development.

12. Customized training conducted with a commitment by an employer or
group of employers to employ an individual upon successful
completion of that training.

Conditional Pro osals

The SDA is further seeking proposals in the following occupational
skills training areas provided documentation can be secured to justify
job placement. Eri_lloyer commitment and/or Performance Based (Fixed
Unit Price) Contracts are encouraged in these occupations. They are:
Bank Teller, Metric Power Line Installation and Repair; Telephone
Installation & Repair, Electrical, Electronics Technology; Heavy
Equipment Operator

The SDA will accept proposals in other occupations if adequate documen-
tation is provided to justify the need for the training and/or a commit-
ment to hire by an employer or group of employers. It is suggested
that you give consideration to submitting a Performance Based Contract
for the selected occupation that may be placed in this category.

All services and activities curricula will address appropriate youth
competencies (Part II-A, Youth Competencies, pages 4 thru 11).
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PART II-A

YOUTH COMPETENCIES

A youth competency is a skill or ability acquired by a participant
during program enrollment. To determine the achievement of a Specific
Competency, behavioral objectives must be enumerated. A performance
criteria and an accompanying means for measuring and recording the
degree of accomplishment must be developed. This means that a de-
tailed program curriculum must be developed which is directly linked
with explicitly stated behavioral objectives (competency statements),
performance criteria, and documentable participant achievements.

The curriculum must be based on one or more of the three competency
areas recognized by the PIC: A) Pre-Employment/Work Maturity Skills,
B) Basic Education Skills, and C) Job Specific Skills. Within the
competency area of Pre-Employment/Work Maturity Skills, seven (7) of
the ten (10) Specific Competencies must be addressed. Of the seven
(7) Specific Competencies, four (4) of the Specific Competencies ad-
dressed must be: 1) Interpersonal Skills, 2) Job Seeking/Keeping
Skills, 3) Attitude/Employee Behavior, and 4) Supervision. Within the
competency area of Basic Education, five (5) of the eight (8) Specific
Competencies must be addressed. Of the five (5) Specific Competencies,
two (2) of the Specific Competencies addressed must be: 1) Reading
and 2) Computation.

A minimum of fifty percent (50%) of the Competency Statements listed
under the Specific Competencies selected must be included in the train-
ing curriculum. To receive credit for achieving a Specific Competency,
a participant must satisfactorily complete seventy percent (70%) of the
Competency Statements.

A. PRE-EMPLOYMENT SKILLS/WORK MATURITY SKILLS

Definition:
Preemployment Skills are defined as those skills and abilities ob-
tained by the participant to make career decisions, obtain and
retain unsubsidized employment and function effectively in an
employment environment. Work Maturity Skills are those attitudee,
knowledge, and skills, which, when put to practice, allow In indi-
vidual to understand and respond to the basic requirements cf the
work environment; thereby enhancing one's potential ability to
retain employment.

Specific Competencies:

(1) Interpersonal Skills,
(2) Job Seeking/Keeping Skills,
(3) Work and Career Planning Skills,
(4) Life Skills,
(5) Reliability,
(6) Attitude/Employee Behavior,
(7) Work Habits,
(8) Motivation,
(9) Supervision,

(10) Employer Expectations
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Competency Statements:
(1) Interpersonal Skills - Participants wiR demonstrate the ability

(a) Demonstrate a more positive and realistic self image.
(b) Recognize the importance of human relations in career

development.
(c) Describe how people are unique in how they look, act and

feel.
(d) Describe how heredity, culture and experience shape what

people are.
(e) List reasons why people's lives take on added meaning when

they know their values and set attainable goals.
(f) Identify general attitudes and behaviors that help people

relate to others.
(g) Define family and ways of dealing with family.
(h) Analyze cultural differences, problems they may cause, and

ways of solving those problems.
(i) IdentifY characteristics of change and differentiate between

positive and negative ways of dealing with change.
(j) Describe the need for personal goals and identify the

factors involved in setting and reaching them.

(2) Job Seeking/Keeping Sld lls - Participants will demonstrate the
ability to:
(a) Use multiple sources of job information.
(b) Identify a prospective employer's products and services.
(c) Determine key contacts within a prospective employer's

organization.
(d) Identifir the free services provide by the state employment

agency in helping people find jobs and job training.
(e) Determine how private employment agencies operate to help

people finds jobs for a fee.
(f) Identify the procedures involved in applying directly for

jobs at company personnel offices.
(g) Prepare for common types of employment tests.
(h) Identify the purpose of job application forms.
(i) Read and coo H E.e thole parts of a job application form

asking for pc ,ina1 facts, job interests and job skills,
references, and education and employment records.

(j) Prepare letters of inquiry or application.
(c) Compile a list of references.
(1) Apply for a social security card, work permit, and licenses.
(m) Prepare a resume summarizing experience, education, and

job training.
(n) Identify the purpose of job interviews.
(o) Identify the necessary steps in getting ready for a job

interview.
(p) Differentiate between appropriate and inappropriate behavior

attitudes and dress for a job interview.
(q) Assess prior work experience, career goals and personal

character, job references, and personal aptitudes.
(r) Discuss wages and salaries with a prospective employer.
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(s) Define basic terms about wages and salary, identify stan-
dard paycheck deductions, and do simple computationd
related to salary

(t) Identify and descabe common company benefits.
(u) Identify the purpose of worker's compensation and describe

the benefits it provides.
(v) Identify the purpose of unemployment insurance and disabil-

ity insurance and describe the benefits they provide.

(3) Work & Career Planning Skills - Participants will demonstrate
the ability to:
(a) Correlate the relationship between job and academic skills.
(b) Demonstrate an accurate employment market knowledge of

occupational requirements and trends.
(c) Describe what various fields of work are like and what kind

of people are successful in them.
(d) Judge the chances of getting a job now and in the future in

the fields of work they are interested in.
(e) Determine how many and what kind of workers will be

needed (short/long term) in the local area.
(f) Identify where and how to get specific and local labor

market information.
(g) Determine the Ittnd of preparation and training youth need

to get an entry-level job and subsequent promotions.
(h) Identify occupations and professions through information

sources and occupational and professional organizations.
(I) Evaluate occupational apprenticeships and other training

opportunities.
(j) Evaluate educational opportunities including college, voca-

tional training, home-study programs, adult and life-long
learning programs.

(4) Life Skills - Participants will demonstrate the ability to:
(a) Use the telephone.
(b) Tell time.
(c) Demonstrate hew to use the public transportation system.
(d) Demonstrate appropriate hygiene and dress.
(e) Use money effectively.
(f) Identify the need for income tax and to compute V.v.: urns.
(g) Identify major points to consider in renting an aparro...1t,
00 Identify and understand banking and financial ser7c.ok..:

available in the community.
(i) Use sound buying principles in both goods and sPrvicia:~,
(J) Define credit and describe how to use it.
(k) Define contracts and identify the elements they contain.
(1) Identify elements of buying and maintaining a car.
(m) Appraise personal insurance needs.
(n) Identify and understand appropriate child care services.

(5) Reliability - Participants will demonstrate the ability to:
ralMirnonstrate an acceptable attendance record by being on

the job regularly and promptly.
(b) Record timely notice if late/absent.
(c) Complete tasks on time.
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(c) Demonstrate responsibility and dependability in carrying out
tasks.

(6) Attitude/Employee Behavior - Participants will demonstrate the

(a) Demonstrate appropriate hygiene and dress.
(b) Solve personal business and problems outside work.
(c) Arrange for adequate child car
(d) Develop self-confidence.
(e) Demonstrate self-control.
(f) Accept responsibility for own actions.
(g) Recognize and analyze problems.
(h) Develop alternative solutions to problems and recognize

their consequences.
(i) Use appropriate language.
(j) Develop a positive self-concept.
(k) Maintain a sense of congeniality.

(7) Work Habits - Participants will demonstrate the ability to:
(a) Prepare/plan and organize job responsibilities.
(b) Arrange materials/tools/work station.
(c) Demonstrate consistency in task completion.
(d) Use appropriate techniques/tasks.
(e) Plan time effectively.
(f) Plan reasonable work goals.

(8) Motivation - Participants will demonstrate the ability to:
(a) Demonstrate initiative, good judgement and integrity.
(b) Complete all tasks.
(c) Make inquiries about the job and related woric.
(d) Seek opportunities to learn.
() Practice skills and request feedback.
(f) Seek additional work when assigned tasks are completed.

(9) Supervision - Participants will demonstrate the ability to:
(a) 'Demonstrate attentiveness and cooperativeness.
(b) Request clarification when needed.
(c) Negotiate differences of opinion.
(d) Accept guidance/correction and constructive criticism.
(e) Recognize and respect another's authority.
(f) Complete instructions and work under supervision.

(10) Employer Expectations - Participants will demonstrate the ability
to:
(a) Assess employment conditions.
(b) Evaluate work standards and schedules.
(c) State personnel procedurez.
(d) Identify safety and emergency procedures.
(e) Define loyalty.

794

853



B. BASIC EDUCATION SKILLS

Definition
37111CEatication Sld Ils are defined as those academic skills and
abilities necessary and/or beneficial for the participant to function
successfully in an employment environment.

Specific Competencies:
* (1) Reading;

(2) Writing;
(3) .Listening;
(4) Speaking;
(5) Computation;
(6) Economic Understanding;
(7) Governmental Understanding;
(8) Health Education;

Competency Statements:
(1) Reading - Participants will demonstrate the ability to:

(a) Recognize and interpret common terms taken from signs,
forms, and other material encountered in daily life.

(b) Identify common prefixes and suffixes and use these as aids
in decoding words.

(c) Determine which known meaning of a multiple-meaning word
is intended from context.

(d) .Use context clues to select an appropriate definition for an
unfamiliar word.

(e) Denionstrate skill in identifyin g. the main idea by choosing a
generalization which appropriately summarizes the mtext of
a selection.

(r) Recall specific details from a paragraph or group of para-
graphs.

(g) Determine the difference between a statement given as a
fact and a statement of opinion.

(h) Distingthsh order of events in 'a reading selection using
sequZincd of presentation and clue words.

(i) Read a selection and answer questions that require an
understanding of cause/effect relationships.

(j) Draw certain conclusions based on what the writer his
stated or implied.

(k) Itecognize and use context clues to get the appropriate
meaning of colorful language such as idioms.

(1) Identify and discern ways an author may describe a
character directly bf revealing thoughts and feelings
and/or indirectly through actions of that charaCter.

(m) Use alphabetical sequence in locadng information in sources
such as encyclopedias, dictionaries, and phone books.

(n) Identify types of library catalog cards and the information
that appears on each.

(o) Select the appropriate sources such as newspaper, encyclo-
pedia, atlas, almanac, thesaurus, dictionary, telephone
book, or magazine for gathering specific information.
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(p) Use table of contents, index, title page, copyright page,
preface, Appendix and glossary to location desired informa-
tion in a specific book.

(q) Select the appropriate section of a newspaper to gather
specific information.

(r) Interpret and locate specific information in graphs, charts,
diagrams, tables, and maps.

(s) Complete accurately a common form used in the business
world.

(t) Recognize specific information found in ads, labels, and
directions.

(u) Apply printed multi-step directions in their entirety.
(v) Use the dictionary for determining word derivatives, word

meanings, parts of speech, and pronunciation.

(2) Writing - Participants will demonstrate the ability to:
Vinrecord personal information for self and others.
(b) Write meaningful sentences that are grammatically correct.
(c) Write short messages and reports.
(d) Write major paragraph types.
(e) Write letters appropriate for varying personal and business

situations.
(f) Write reports and compositions.

(3) Listening - Participants will demonstrate the ability to:
rir Mira attentively and actively.
(b) Listen for main ideas and supporting evidence in a presen-

tation.
(c) Follow a thought and summarize information.
(d) Ask key questions to obtain additional information.

(4) S eaking - Participants will demonstrate the ability to:
a ) Speak with acceptable pronunciation and enunciation.

(b) Use language that is clear, direct, appropriate.
(c) Participate in group discussion.
(d) Give an effective oral presentation.
(e) Establish eye contact with the person with whom he/she is

communicating.
(f) Organize thoughts before communicating orally.

(5) Computation - Participants will demonstrate the ability to:
(a) Identify, add, subtract, multiply, and divide whole

numbers, as well as, solve word problems using whole
numbers.

(b) Identify, add, subtract, multiply, and divide fractions, as
well as, solve word problems involving fractions.

(c) Identify, add, subtract, multiply, and divide decimals, as
well as, cons ert decimals to fractions and solve word prob-
lems involving decimals.

(d) Compare fractions, decimals, and pert:mt.
(e) Calculate percent of a number.
(f) Solve word problems with perccrits.
(g) Read graduated scales.
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(h) Solve measurement problems encompassing linear, area,
volume and time measurement.

(i) Use electronic calculator.
(j) Use metric measurements in calculations and conversions.
(k) Interpret graphs, charts, and tables.
(1) Solve problems related to purchases (cost, change, dis-

count, tax, etc.).
(m) Solve problems dealing with earnings and savings.
(n) &Ave problems dealing with basic living and/or traveling

expense.
(o) Recognize equivalent representations of rational numbers

expressed in conventional or scientific notation.
(p) Solve routine problems using rates.
(q) Determine simple probabilities.
(r) Solve or recognize reasonable solutions to non-routine

problems.
(s) Understand the relationship of Fahrenheit to Celsius and be

able to convert one to the other.

(6) Economic Understanding - Participants will demonstrate the
ability

to:
(a) Identify advertising techniques and consumer fraud and

know what to do about them.
(b) Describe the economics of employment including the produc-

tion and consumption of goods and services, business
profits and losses, corppetLion and prices, supply and
demand, the effects of credit on the economy, labor orga-
nizations, taxes and government regulatory agencies.

(c) Describe how lin;ited resources and unlimited wants dictate
choices to economize.

(d) Define the concepts of supply and demand.
(e) Describe the structure and function of business and or-

ganized labor in the economic system of the United States.
(f) Define the concept of the business cycle, including infla-

tion, growth, recession, and unemployment.
(g) Define the characteristics of conimand and market economies.
(h) Define the concept of social costs and social goods.
(i) Define the basic characteristics of international trade,

including tariffs, balance of trade, and comparative advan-
tage.

(j) Define the role of fiscal (tax) and monetary (money)
policies, including how they relate to employment and price
stability.

(k) Describe how, in a merket economy, the production and
exchange of goods anci services produces income, including
profits and wages.

(1) Interpret economic data as found in graphs and charts.
(m) Describe the function and role of money and banking in the

United States.
(n) Define how that the government acts to modify the United

States' economy by transfer payments and redistribution of
income.
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(7) Governmental Understanding - Participants will demonstrate the
ability to:
(a) Define the process and operation of elections.
(b) List ways to participate in government.
(c) Describe the organization and operation of local, state, and

national government.
(d) Define the Bill of Rights, due process and rules of law.
(e) Describe inter-governmental relations.
(f) Define limited government, checks and balances, and sepa-

ration of powers.
(g) Describe how to register and vote.
(h) List good citizenship practices.

(8) Health Education - Participants will demonstrate the ability to:
(a) Administer first aid steps in life threatening situations

involving air, bleeding and circulation.
(b) Define a balanced diet.
(c) Describe effect, both positive and negative, of difficult

drugs on the body.
(d) Describe proper dental care.
(e) Describe appropriate physical fitness techniques for daily

living.
(f) Describe positive stress management techniques.
(g) Describe proper hygiene.

C. JOB SPECIFIC SKILLS:

Definition:
Job Specific Skills are those demonstrated proficiencies in knowledge
and skills normally required \`o carry out tasks of a specific occupa-
tion or cluster of occupations.

Job Specific Skills are so occupationally specific that they will have
to be determined by each occupation. Even though they are not
listed at this point, the Private Industry Courr.fli will recognize
those occupations which identify and use resources and processes
related to outlining competencies for the specific occupation.
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PART III

GRANT APPLICATION PROCEDURE

A. SUBMISSION FORMALITIES

To be considered, all responses to this RFP must be submitted in a
securely bound package. Four (4) copies (two with original
signature) should be mailed to:

Mr. Howard Melton
Chief of Human Resources
Programs and Planning
Birmingham-Jefferson County Area

Job Training Consortium
720 North 19th Street
Birmingham, Alabama 35203

One (1) additional copy should be mailed to:

Mr. Bob Craig
Coordinator
Private Industry Council
Suite 203, Commerce Center
2027 1st Avenue North
Birmingham, Alabama 35203

Proposals must be received by 5:00 p.m., April 1, 1985 to be
considered for Planning Year 1985-86 funding.

Unnecessarily elaborate brochures or other presentation beyond that
sufficient to present a complete and effective proposal are not
desired. Elaborate artwork, expensive paper, and bindings are
neither necessary, nor wanted. It is generally preferred that
written material be single spaced, except where there is a reason
for double spacing. Outline form or major headings is preferred.
Pages are to be numbered at the bottom. Legibility, clarity, and
completeness are essential.

Proposals should be assembled in the ordE shown below, stapled in
the upper left hand corner and not otherwise bound.

B. PROPOSAL 1-3RMAT

The proposal package is comprised of the following sections:

Sub-recipient Signature Sheet
General Provisions
Proposal Summary
Narrative
Budget Cover Sheet and Budget Summary Forms
Assurances and Certification
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C. PERIOD OF PERFORMANCE

The period of peiformance for this Agreement shall be from luly 1,
1985 to June 30, 1986.

D. LIMITATION

This Request for Proposal does not commit the Private Industry
Council (PIC) or the Service Delivery Area (SDA) to award a
contract, to pay any costs incurred in the presentation of a
proposal to this request, or to procure or contract for services or
supplies. The PIC and the SDA reserve the right to accept or
reject any or all proposals received as a result of this request; to
negotiate with all qualified sources, or to cancel in part, or in its
entirety, this RFP if it is in the best interest of the PIC and the
SDA to do so. The PIC and the SDA's contracting officer may
require the offerors selected to participate in negotiations and to
submit any price, technical, or other revisions of their proposals as
may result from negotiations.

E. SIGNATURE

The proposal shall be signed by an official authorized to bind the
offeror. The proposal shall also provide the following information:
name, title, address, and telephone number of individuals(s) with
authority to negotiate and contractually bind the offeror and also
the name of who may be contacted during the period of proposal
evaluation if different from the signatory official.

F. CONTRACT AWARD

The contract may 's awarded based on offers received, without
discussion of such ;.:ifers with the offerors. Each offer should,
therefore, be submitted in most favorable terms from a price and
technical standpoint which the offery can make to the PIC find the
SDA. However, the PIC and the SDA reserve the HO' 'o request
additional data or oral discussion r presentation in support of
written proposals.

G. TYPE OF CONTRACT

The PIC and the SDA shall recognize three basic types of contracts
classifiable by the manner in which costs are incurred by the
sub-recipient and paid by the SDA. The three contract types are:
1) performance based contracts, 2) cost reimbursement contracts,
and 3) tuition based contracts.

APPLICANTS FOR CONTRACTS ARE ENCOURAGED TO USE THE
PERFORMANCE BASED CONTRACT FORMAT.
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THE PIC AND SDA RESERVE THE RIGHT TO REQUIRE THAT A
SUB-RECIPIENT ADOPT A PERFORMANCE-BASED CONTRACT FORMAT
AS A CONDITION FOR FUNDING.

1. Performance-Based Contract

A performance based contract is any contract ir which payment
is made for performance or achievement of goals and in which
payment is withheld for non-performance. A performance based
contract has a fixed unit price per participant which is paid in
increments as units of performance are completed.

A performance based contract has the following characteristics.

a. It is for training;
b. It is based on a fixed unit price;
c. All fixed unit prices are chargeable to the Training Cost

Category;
d. It renders partial payment based on the number of units of

orformance completed.
e. It renders full payment at completion of training by a

participant and placement of the participant in an unsub-
sidized traiMi related job at not less than a specified
wage. (Note: In a Youth Program, full payment may also
be rendered for the attainment of employment competencies
recognized by the PIC and elementary, secondary, and
post-secondary completion or equivalency.)

f. It does not require a line item budget.

A performance based contract links payment with the
achievement of units of-performance. Units of performance are
measureable and quantifiable. There are numerous kinds of
units of performance which may be used. Each unit of
performance requires precise definition. Examples of units of
performance to which payment may be linked are:

a. Enrollment;
b. Completion of training;
c. Placement in a training related job;
d. Placement at a specified wage
e. Positive terrination.

Under a performance based contract, the system of payment
may be different fic1i contract. The following are examples
of the three most common systems of payment: lump sum, flat
rate, and graduated.

a. Lump Sum

At completion of training and placement of ten (10) partici-
pants, a lump sum of $10,000 is paid.
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b. Flat rate

25% at enrollment x 25 participants = $10,000
38% at completion x 20 participants = 15,200
19% at placement x 15 participants = 7,600
18% at retention x 12 participants = 7,200

TOTAL $40,000

c. Graduated

50 training completions @ $2,000 = $100,000
10 placements $4.00-$4.491hr. @ 925 = 9,250
10 placements $4.50-$4.99/hr. @ 975 = 9,750
10 placements $5.00-$5.49/hr. 6:1 1,025 = 10,250
10 placements $5.50 +/hr. @ 1,075 = 10,750

$140,000

2. Cost Reimbursement Contract

A cost reimbursement contract is a contract in which payment is
made for actual costs incurred to operate a program. Costs are
allocated among three JTPA cost categories: Administration
Participant Support, and Training.

A cost reimbursement contract has the following characteristics:

a. It requires a line-item budget for cost control, program
monitoring, and audit;

b. It renders payment on the basis of allowable costs incurred;

c. It allocates costs among cost categories.

3. Tuition Contract

A tuition contract is a contract in which payment is made on
the basis of a set tuition rate applicable to all participants.
Tuition costs are charged to the Training cost category. Other
costs are charged to the appropriate cost categories of Adminis-
tration, Participant Support, and Training.

NOTE: With the exception of limited work experience, regular work
experience, and needs based payments, all costs are charged to the
training cost category. Only 50% of limited work experience may be
charged to training; 100% of regular work experiePce is charged to
participant support. Needs based payments will be charged to the
participant support cost category and will be paid by the SDA, not
the subrecipient.
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H. PROPOSAL EVALUATION

The primary responsibility for proposal evaluation shall reside with
the Private Industry Council (PIC). The perceptions of its
members, based on their collective experience regarding employment
and training needs within the community, will form the basis for
proposal evaluation. The initial screening of proposals will be
conducted by the SDA Staff and PIC Staff, which will convey their
recommendations to the PIC Request for Proposal Review Committee.
The PIC will review the Committee's recommendations and submit its
final recommendations to the SDA. Joint agreement regarding
proposals is required of the PIC and the SDA (Consortium).

The Private Industry Council will evaluate each proposal in terms ef
the following:

1) Relatedness of the proposal goal, objectives, and program
design to the expressed intent of the Job Training Partnership Act.

2) Need in the commuluty for the proposed employment and/or
training activities.

3) Cost of the proposed program. Administrative costs in excess
of 1556 will be considered detrimental.

4) Administrative capability (operational and fiscal).

5) Completeness of the proposal package.

6) Does the proposal package respond to the RFP outline?

7) Prior program experience in administering CETA/JTPA projects.

I. PROGRAM EVALUATION

The primary responsibility for program evaluation and oversight
throughout the year will reside with the Private Industry Council,
through its Program Monitoring and Evaluation Committee.
Day-to-day monitoring and evaluation will be the joint responsibility
of the Consortium and PIC staff.

Monthly progress of individual subrecipients in terms of their
performance goals will be monitored using one (1) or more of seven
(7) possible indicators. These indicators will be used for the
analysis of individual subrecipient performance and for the compa-
rative analysis of all subrecipients. The seven (7) indicators are:

1) Entered Employment Rate
2) Training Related Employment Rate
3) Welfare Employment Rate
4) Completion Rate
5) Job Retention Rate
6) Wage Index
7) Actual versus Planned Placement
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PART IV

GENERAL INSTRUCTIONS

Use the forms provided. Before responding, make several copies of the
proposal package, specifically the Work Schedule/Progress Report and
Budget Sections.

Do not submit the information requested on forms commonly used by
your agency for other purposes. This spedftcally applies to the
Budget section, including Backup Forms I and II.

If the proposal package and its forms are not used, THE PROPOSAL
WILL BE RETURNED AND CONSIDERATION OF THE PROPOSAL WILL BE
IMPEDED.

Try to limit the inclusion of extraneous material. Confine attachments
not requested to the appendix.

Take special note of where information is requested to be either
CUMULATIVE or NOT CUMULATIVE.

Two staff persons are available to answer questions and provide
assistance: Howard Mehon (254-2405) or Cecil Jones (254-2402).
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PART V

PROPOSAL DEVELOPMENT INSTRUCTIONS

I. Proposal Summary

1.-3. Self explanatory.
4. Briefly describe the proposed program in terms of the

services and activitiet, which it will provide.
5. Self explanatory.
6. Divide total administrative cost by proposed funding.
7. Self explanatory.
8. Enter the total number of all classroom training course slots,

if applicable. Slots means number of seats reserved for
training; not number of participants. For example, a
program mlif have fifty (50) planned participants who will
occupy twenty-five (25) slots throughout the program year.

9. revide total proposed funding by total projected number of
participants served as indicated on the Program Flanning
Summary.

10. Divide total proposed funding by total projected number of
participants to enter unsubsidized placements as indicated on
the Program Planning Summary. Obtain the number of
unsubsidized placements by totaling direct placem3nts,
indirect placements, and obtained employment.

11. Self explanatory.
12. Enter the projected number of participants served. Do not

count participants twice. Credit a participant to a category
only if the participant was active in that category the
majority of time.

13. List the names of all Sub-Sub-Contractors. Exclude OJT.

II. Program Goal

State the general purpose or desired outcome of the program
which can be accomplished by meeting one or more objectives.

III. Program Objective(s)

State in performance terms the specific results which the program
will produce.

Example: To provide clerical skills training for twenty (20)
JTPA eligible parxlcipants.

IV. Target Population

A. Describe the target population in terms of its distinguishing
characteristicy: (i.e., male, female, age group, educational
level, public assistance status, ethnicity, veteran status,



ex-offenders, handicapped). The description will correspond
with the Program Planning Summary.

B. - D. Self explanatory.

V. Program Need(s)

Describe documentable problems or needs which exist that the
program will address.

VI. Program Benefits - Self explanatory.

VII. Types of Services and Activities.

As applicable, address the information under the activity
headtngs.

A. Classroom Training

1. Occupational (Skills) Training

List the occupations in which training will be nrovided:
occupation title, number of slots, number of participants,
length of training.

Briefly describe training methods to be used for each
course. Place curricula in appendix.

Describe any employer participation in the occupations
discussed above.

Describe specific standards which will be utilized to
determine job-readiness of the participants (Example:
Wozds typed per minute, shorthand speed). This is
pax dcudarly important when open-entry/open exit training
is provided.

Describe job development and placement efforts which will
?ead to unsubsidized employment for participants at the
t:onclusion of their training.

Describe any career counseling availahle to participants
prior to, or during, program participation.

B. On-the-Job Training

Describe the occupational areas that will be targeted for OJT
development.

Describe methods that will-be used to assess an employer's
overall need for OJT participants upon initial contact.

Describe methods that will be used to ensure that employers
will retain participants at the termination of the OJT contract.
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Describe job development efforts for those partictpants that
are not retained by employers.

Describe methods developed with employers for the referral
and selection of participants.

Describe methods which will be utilized to assure that any
OJT contract written with a company in which a union
bargaining agreement exists has the approval of that
appropriate union.

Describe any efforts to remove barriers to employment
through OJT for certain vegments of the population (Example:
Hundinapped, Offenders, Females in Non-traditional jobs).

C. Compettpsy Based Training

Describe the method to be used in analyzing, evaluating, and
determining an individual's needs.

Describe the procedures and approach to be used in carrying
out the program operated under Competency Area(s) chosen.

List the Competency Area, each of its Specific Competencies,
and the Competency Statements to be addressed by the
program.

Describe what it takes to master each Specific Competency.

Complete the form "SUMMARY OF BEHAVIORAL OBJECTIVES"
(Page 19) as indicated below:

COLUMN HEADING:

Time: Indicate the instructional time
programmed for each Competency
Indicator:

Competcy Indicator: List each Competency Statement to be
addressed by the program. These are
taken from the list supplied by. the
Private Industry Council (Pages 4
through 11), and any that may be
added by you,

Benchmark: For each Competency Statemert list the
expected performanee; how will the
participant demonstrate the stated
behavioral objective.

Method of Assessment
and Certification: What method will be used to evaluate or

assess performance, and what
constitutes success.

807 866



ICY EXAMPLE
SUMMARY OF BEHAVIORAL OBJECTIVES (COMPETENCY)

STENCY AREA: Preemployment Skills SPECIFIC COMPETENCY:

Page of

Interpersonal Skills

3 COMPETENCY INDICATOR
(Competency Statement)

rs.

rs.

3.

3

BENCHMARK METHOD OF ASSESSMENT
AND CERTIFICATION

Perticipant will demonstrate the
ability to:

A. Project a more pcsitive and
realistic self image

B. Understand the importance of
human relations in career
development.

C.

D.

E.

G. Define family and ways of
dealing with family.

- AND SO ON -

BY:

1. Dressing appropriately and
maintaining good personal
hygiene.

1. VerbaliOng tin impacts which
supervisors can have

2. Listing several problems Wife:
can result from bad attitudes.

1. Give written definition of
family.

2. Construct a "family tree"
3. Identify type of family

problems.
4. Analyze and list solutions

to problems.

OBSERVATION-- Dress and tr.
checklist. Over five-day pet
participant averaged no less
"X" points.

1.INTERVIEW: participant is
to talk retionally about atti
toward superiors.

2.TEST- Participant must sco
on written test, having bee
taught 16 hrs of Human Rel

1.TEST: After one day of ins
tion, define family.

2.TEST: After two days of in
tion, list family members an
chart on tree with no error

3.TEST: After 2 days of instl
tion, select those thinga
identifiable as family
problems with 85% accuracy.

ster this Specific Competency, Participants will have to certify in of the Competency Indicators.
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VIII. Coordination and Linkages - Self explanatory.

IX. Internal Monitoring and Evaluation - Self explinatory.

Organizationail Background and Structure - Self explanatory.

XI. Work Schedule/Progress Report

Use the objectives listed in section II, Program Objectives.
Describe the actual ateps which will be taken to accomplish the
objective. Give the estimated date by which the steps will be
completed.

XII. REPORTING REQUIREMENTS

The applicant selected must demonstrate a capability to generate
accurate and timely information in line with the Consortium
Participant Tracking System (PTS) requirements. The applicant
must also have the ability to submit periodic reports to the
Consortium. These reports may include:

1) Weekly Enrollment Re orts - containing verified copies of
participant enrollment and an explanation of enrollments below
planned levels.

2) Monthly Proyess Reports - on each participant reflecting
competency levels reached including technical performance as
well as behavioral patterns and basic attitude information.
This report should indicate when supportive services from
BAMC are required to permit the participant to successfully
complete the course.

3) Completion Reports - a report at least 60 calendar days prior
to class completion reflecting the anticipated number of
job-ready participants upon completion, including names and
anticipated status of all participants.

Failure to submit required rrports in a timely manner may result
in a requisition for payment being held until such reports are
received.

XIII. BUDGET INFORMATION - Self explanatory.

XIV. Appendix - Self explanatory.



XV. BUDGET FORMS

Use the appropriate budget form for either a performance based
contract or a cost reimbursement contract and tuition based
contract.

The performance based contract is based on a single, fixed unit
price. Documentation is required only for the accomplishment of
the units of performance.

The cost reimbursement contract and tuition based contract
require the maintenance of complete and accurate records justi-
fying all expenditures and leaving a clear audit rail to the point
of origin.

Under the cost reimbursement contract and tuition based contract,
all out of town travel must be described in the proposal, and be
subject to the Consortium's approval prior to making arrangements
for the planned travel. The purchase of furniture and equipment
will not be permitted without prior written approval by the
Consortium. Where equipment, materials, or supplies are required
for training, the sub-recipient must submit supportive documen-
tation reflecting the basis for allocating cost to the agreement.

Payment under this agreement will be made based on the
submission of a JTPA requisition supported by necessary
documentation. Invoices must be submitted immediately following
the billing period and must be signed and certified by the
agreement signatory. No advance payments will be made.

A. BUDGET COVER SHEET

Enter data CUMULATIVELY by quarter.

For a performance based contract, enter all costs in the
training category, line B, unless otherwise instructed.

B. Budget Summary Form I

Use for performance based contracts only.

'The next page is an example of a completed Budget Summary
Form I for a performanced-based contract provided for
instructional purposes.

It is recognized that the budget form is not universally
applicable to all performance based contracts. However, the
form does contain the three basic elements of any
performance based contract: Fixed Unit Cost, Unit of
Performance Definitions, and Schedule of Payments.
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BUDGET SUMMARY FORM I EXAMPLE

1. Program Costs

a. Total Participants 25

b. Fixed Unit Price $ $1,600

c. Total Amount Payable $ $40,000

2. Units of Performance

a. Enrollment

Definitions

Participation in training for a
minimum of ten (10) classroom days.

b. Completion of Training: Successful completion of nine (9)
months coursework.

c. Placement : Permanent full-time unsubsidized
employment in a training related
job at a rate not less than $4.00
per hour.

d. Retention Employment in a job for a period of
not less than 30 worldng days.

3. Schedule of Payments

Fixed Unit
Percent Cost No. Participants

a. 25% of $1,600 x 25 = $10,000

b. 38% of $1,600 x 20 = $15,200

c. 19% of $1,600 x 15 = $ 7,600

d. 18% of $1,600 x 12 = $ 7,200

TOTAL = $40,000
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C. Budget Summary Forms II

Enter data on a quarterly basis, NOT CUMULATIVELY, then
total at the far right. Applicants are advised not to simply
divide their annual total budget by the number of quarters
duration of the agreement to arrive at the amounts.
Applicants should plan expenditures, taking into account
such considerations as higher initial startup costs.

The Indirect Cost Rate must be negotiated tu.d supported by
back-up information; however, if a negotiated Indirect Cost
Rate Schedule is presently enforced between your agency
and some agency of the Federal Government, you are allowed
to use the maximum JTPA Administrative Cost percentage
(150 times Wages only.

Enter at the percentage ( Vs) sign the percentage rate used
in arriving at the figures for fringe benefits, retirement,
workmen's compensation 6 unemployment compensation.

D. Budget Backup Form I

Itemize travel, rent, and other items as needed. In the case
of staff travel, itemize cost per mile and mileage. In the
case of rent, indicate the cost per square foot.

E. Budget Backup Form

Itemize all equipment, office supplies, textbooks, and other
miscellaneous material. Indicate by letters in the Cat.
(Category) column whether the expenditure is under
Administration (A), Training (T), or Support (5). Indicate
by letters in the P-R-L column whether the price is for
Purchase (P), Rent (R), or Leasing (L). Note: Title to all
equipment with a Purchase price in excess of $50.00
useful life year of more than one year reverts to the
Consortium.

XVI. BUDGET INFORMATION SUMMARY (BIS)

Enter data CUMULATIVELY by month.

Line 1.) Administration

Enter the cumulative planned accrued expenditures for
administration. This includes direct and indirect administration
costs. See Section 629.38 of the Federal Regulations.

Line 2.) Training

Enter the planned accrued expenditures for classroom or other
training. See Section 629.38 of the Federal Regulations.

Line 3.) Participant Support
Enter the planned accrued expenditures for participant support.
These planned expenditures include supportive services and
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employment generating services. See Section 629.38 of the
Federal Regulations.

Line 4.) Total

Enter the total for lines 1-3.

XVII. PROGRAM PLANNING SUMMARY (PPS)

Sections A. B, and C describe the planned flow of participants
through the program: the number entering, those leaving
(including the reasons for their departures), and those
remaining in the program. For planning purposes, Adults are
defined as participants age 22 years and older; Youth as parti-
cipants age 14-21 years old. Section D identifies Significant
Segments which this subgrant plans to serve. IF MORE THAN
ONE ACTIVITY IS PLANNED, A SEPARATE PPS SHOULD BE
SUBMITTED FOR EACH ACTIVITY.

LINE A.) TOTAL PARTICIPANTS (Cumulative)

Enter the total number of participants planned for in the
program through the end of the reporting period, including both
those on board at the beginning of the designated program year
and those who have entered during the program year. This line
is the sum of Lines A.1 New Enrollments and A.2. Carry Out.

"Participant" means any individual who has: (1) Been
determined eligible for participation upon intake; and (2) Started
receiving subsidized employment, training, or services (except
post-termination services) funded under the Act, following
intake, except for an individual who receives only outreach
and/or intake and assessment services.

Line A.1.) New Enrollments

Enter the cumulative number of new participants by month
expected to enter the program after the beginning of the
program year.

Line A.2.) Carry Out From PY

Enter the number of participants still enrolled on the last
day of the previous program year whose participation will
continue under the contract in the new program year. This
entry will be the same for all subsequent months.

LINE B.) TOTAL TERMINATIONS (Cumulative)

Enter the number of participants expected to terminate the
program for any reason from the beginning of the program year
through the end of the reporting period. This entry is the sum
of Lines B.10, B.2., B.3, and B.4.
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"Termination" means the separation of a participant from a given
title of the Act who is no longer receiving employment, training
or services (except post-termination services) funded under that
title. NOTE: Individuals may continue to be considered as
participants for a period of 90 days after last receipt of employ-
ment or training funded under a given title.

Line B . 1 . ) Enter Unsubsidized Employment

Enter the cumulative number of terminees expected to enter
(through the efforts of the subrecipient or otherwise) full-
or part-time unsubsidized employment throtigh the end of the
reporting period. Unsubsidized employment means
employment not financed from funds provided under the Act.
(For JTPA reporting purposes, this term includes entry into
the Armed Forces, entry into employment in a registered
apprenticeship program, and terminees who became
self-employed.

Line B . 1 . a. ) Entered Registered Apprenticeship
Lrogram

Enter the cumulative number of expected terminees who
will enter an officially authorized apprenticeship program
plan, during which a worker will receive training in a
skill with not less than 2,000 hours of unsubsidized OJT
and related theoretical instruction.

Line B. 1.b.) Entered Armed Forces

Enter the cumulative number of expected terminees who
enter the Armed Forces following termination from the
program.

Line B . 2 . ) Youth Employability Enhancement Terminations

Enter the cumulative number of youth participants expected
to terminate under one of the Youth Employability
Enhancements through the end of the report period. "Youth
Employability Enhancement" means an outcome for youth,
other than entered unsubsidized employment, which is
recognized as enhancing long-term employability and
contributing to the potential for a long-term increase in
earnings and employment. Outcomes which meet this require-
ment shall be restricted to the following: (1) Entered
Non-Title II Training; (2) Returned to Full-Time School;
(3) Age 14-15 Completed Program Objectives; or (4)
Completed Major Level of Education. NOTE: For reporting
purposes, a youth shall not be counted in this item if he/she
entered unsubsidized emgro-yment, and shall be counted in
only one of these categories, even though more than one may
have "Wen achieved.
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Line B.2.a.) Entered Non-Title H Training

Enter .the cumulative number of expected youth terminees
who will enter an employment/training program not
funded under Title II of the JTPA.

Line B 2 .b . ) Returned to Full-Time School

Enter the cumulative number of expected youth terminees
who will return to full-time school if, at the time of
eligibility determination, the participant was not
attending school and had not obtained a high school
diploma or equivalent.

Line B.2.c.) Age 14-15 Completed Program Objectives

Enter the cumulative number of expected youth terminees
who will complete program objectives as defined in
approved exemplary youth project plans if, at the time
of entry, the participant was less than 16 years of age.

Line B.2.d.) Completed Major Level of Education

Enter the cumulative number of expected youth terminees
who will complete during enrollment, a level of
educational achievement which had not Feri achieved at
time of entryL. evels of educational attainment are
elementary, secoTiaa-71, and post-secondary. Program
completion standards shall be governed by local
standards at the elementary level; a high school diploma,
GED Certificate or equivalent at the secondary level; and
a diploma or other written certification of completion at
the post-secondary level.

Line B.3 Youth Competencies

Enter the cumulative number of expected youth terminees who
will complete the relevant youth competencies designated in the
four competency areas: (1) Pre-employment Skills, (2) Basic
Education Mils, and (4) Job Specific Skills.

TO TERMINATE A PARTICIPANT IN THE YOUTH COMPETENCY
CATEGORY, THE PARTICIPANT MUST SUCCESSFULLY
COMPLETE THE PROGRAM CURRICULUM AND ITS
CORRESPONDING COMPETENCIES.

Line B.4. Other Terminations

Enter the cumulative number of participants who were terminated
for reasons other those in B.1., B.2., and B.3.,--both positive
and negativethrough the end of the reporting period.

LINE C.) CURRENT ENROLLMENTS (End of Month)

815



Enter the number .of participants expected to be in this program
as of close of .business on the last day of each month, including
those expected to be on board at the time of closeout or
completion of the last month of the fiscal year. This entry
equals the difference between Lines A. and B.

SIGNIFICANT SEGMENTS (upper right portion of form)

Enter the cumulative participant totals expected for each quarter by
sex, age, ethnic group and other.

XVIII. Sub-Sub-Recipient Contracts - Self explanatory.
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Item 10 B.

CLASSROOM TRAINING

FLORIDA

From the subcontractor's view, this is a unit cost/cost reimbursement contract. It

is one of two contracts for the work described. The subcontractor is paid a fixed

unit cost for half of the work from JTPA and is paid for the other half through a

cost reimbursement contract from the State's Department of Health and

Rehabilitative Services. Because of the client characteristic ("severely disabled"),

there is an extensive entrance criteria description and agreed upon competency

requirements at three milestones.
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COMPUTL17 PROGRAMMER TRAINING PROJECT FOR THE SEVERELY DISABLED

I. LABOR MARKET CONDITIOk

The Computer Programer Training Project for the Severely Disabled (CPTP)
will address the growing need for programmers within the Tampa Bay business
community. According to the giccmpatinnal Outlook Hanibook, employment of
programmers is expected to grdiTfaster than the averairrcir all occupatiols
through the 19804s as computer usage expands, particularly in firms provid-
ing accountini;i and business management services, and in orgAnizations in-
volved in resear6 and development. This geographic area has seen a dra-
matic increase in new industry directly involved in providing the afore-
mentioned services. In addition to Sob openings resulting from growth of
the occupation, many vacancies are croated through the upward 'mobility
offered experienced programmers in assuming jobs as systems analysts and
managers.

II. GOAL

The goal of the CPTP is to identify, train and place 20 severely disabled
individuals in competitive employment in local business and industry. The
specific'computer programming skills taught are those in the most demand
as specified by the Business Advisory Council (BAC).

III. OBJECTIVES

A. Entrance Criteria

Referencing the aforementioned business community involvement, the en-
trance criteria will be established by the RAC, working with rehabili-
tation sources..

The usual source for clients will be the Office of Vocational Rehabili-
tation and the Private Industry Council. Referrals will come from cur-
rent case loads and revietvof closed files. Other agencies (the Vet- .

eran's Administration, private rehabilitation providers, etc.) will also
be a further source of potential candidates.

Generally, the following selaction criteria cap be assumed:

- High school graduate or equivalent
- Above average intelligence
- 12th grade reading comprehension
- Analytical ability and programming aptitude
- Work tolerance of 8 hours (by cempletion of training)
- Motivation to complete complex tasks

To a great degree, the selection of candidates for programmer traiuing
must be based on objective test results and the evaluation of records.
This will be supplemented insofar as possible by observation and inter-
view--with the objective of forming educated opinions.

The client will have the intellectual, emotional and physical character-
istics necessary to make him successful during an extended period of
complex, technical, classroom training and to facilitate his subsequent
success as a programmer in. industry. He desirably has a record of per-
formance in school or at work which leads one to expect success. His
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current states of enthusiasm and motivation indicate the same.

The first modulo of instruCtion.--:htroduction to Data Processing--
will provide additional opportunity for evaluation before the formal
programming part of the course actually begins. Every accepted stu-
dent must understand that his acceptance is conditional until the end
of the first module -- 2 to 3 months. During this period of mutual
evaluation, the student may decide that he doean't like the field or
the project may decide that the student's probability of success is
not great enough to warrant his continuation. By the beginning of
the second module.of instruction, all such doubts should have been
resolved. .

The basic criteria for screening persona being consicered for pro-
grammer training may be divided for sake of convenience into four
general categories: intellectual, emotional, physical, and histor-
ical. Of thlse, the most significant is intellectual, since if suf-
ficient learning ability is not present,*the other characteristics
are of little value in this field.

- Intelligence should be above average. Suitable instruments for
this measurement include the OTIS, RAVEN, SHIPLEY and WESCHLER
tests. Others may also be used.

- Reading com rehension should meet the 12th grade norms. The
Peabody indlvUja1 Achievement Test (PIAT) is one suitable in-
strument for determining this lever . Reading comprehension is
tmportant because of the required use of technical reference
books both during training and after employment.

- Analytical abilitland pro rammin .a-titude should be suitable.
'Either or both the SRA Programmer Apt tu e test and the WOLFE
"Aptitude Assessment Battery - Programming" my be used as indi-
cators in this area.

- Education to include graduation from high school, or the equiva-
iiiii7ii-indicated by a GED certificate is highly desirable. Al-
though not an ihdicator of intellectual a-ility, such achievement
is usually required by a prospective employer and does aid the
trained person in dealing with other programmers, who are usually
themselves college graduates. Similarly, a working knowledge of
basic algebra can be of great assistance; it teaches problem anal-
ysis which presents the greatest difficulty to the embryo programmer.

Egotional:

- An awareness of the reality of his disability and a willingness to
stain-WRI-Un a new vocational goal are essential. Programmer
training is hard and sometimes intensely frustrating; if the trainee
cannot concentrate on and overcome these problems as they arise, he
will not be successful in training or at work.
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- Because of the difficulty .of the training, motivation to succeed is
highly important. The person who decides trffITF-Trand see if I
like it" will not like it and will drop out. Perserverance is essen-
tial.

- Ability tc talerate frustrating situetions is important in the class-
room situation-i5IFTEIRRE7-75TWETRI-Including persons of widely
divergent disabilities and varying degrees of ability, there will be
frequeht occasions when some of the class are ready to go ahead and
others have not yet understood the prvvious work. A mutual tolerance
is essential.and unpleasantness or disruption could not e tolerated.
Similar stresses can develop in the wort situation when the programmer
does not fully understand an assignment which has just been explained
by a person.more familiar with the work.

- Particularly in the case of the homebound person, self-discipline
and dedication are required if useftl work is to be performed.

Physical:

- Work tolerance of at least six hours at the beginning of training is
necessary, with the prosvact of tolerance increasing to eight hours
by completion of training.

- The ability to communicate by,41221.1one is almost always a require-
ment. In some cases, spial-equigat such as automatic dialers,
microphones, and headsets mhy be available. In any case, the person
must be able to ask questions and. to accept instructions and explan-
ations via telephone (independently or with electronic assistance).

- Some degree of tainactoability should exist. Speed is usually not
iMportant, but a reasonable degree of accuracy is more so. The type-
writer or similar device such as a keypunch or computer terminal is
used to record the programs as they are designed. Any means of typ-
ing is acceptable to include one-finger, peg and mouthstick.

- Hand-writing is very desirable, but not essential. Programs may be
reco'ded on paper for subsequent keypunching by another person or,
as mentioned above, may be recorded mechanically. During the program
dclvelopment process, the program operation is described graphically
using a block-diagram technique. This is most easily drawn by hand,
but substitute techniques may be used. Finally, when a program is
complete, it must be documented. This documentation may be hand-
written or typed, or in most cases, may also be dictated for tran-
scription by another person.

- Since most proarammer reference material is contained in books and
looseleaf manuals, the ability to lift such books and turn pages is
highly advantageous. Lacking this ability, the references must be
obtained with the assistance of another person.

Historical:

- If the client has worked, either before or since his disablement,
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his work record becomes an important part of any evalu.tion. It has
been-MUFTI-lit the best indicator of what a person uill do is what
be has already done. In this context, tne person's work record in-
cludes his educational history if the period of work was short or
ncnexistent. Here we are looking for indicators of stabilit 9 moti-
vv.tion, enthusiasm, cmanneand a general will to sucte

- Other possible indicators of aptitude for programming may include a
serious interest in music or poetry, skill with puzzles and games
requiring concentration and memory, and to a lesser extert --
any avocation requiring patience and concentration.

B. Competencies to be Obtained

Upop completion of the training program, CPTP graduates will have acquired
the following:

1. Knowledge of business structures and organizations
2. Enhanced oral and written communication skills
3. Improved job seeking skifls (interviewing; resume preparation)
4. Proficiency in writing application programs in Structured COBOL

with emphasis on Tampa Bay area business needs
5. Knowledge of the operating system and assiciated software for the

IBM 3081 computer
6. Skill in utilizing the computsr terminal (Memorex 1377) in a tele-

processing environment
7. Familiarity with concepts and termino.ogy of IBM Data Base (IMS),

CICS, SAS and JCL

Job Duties:

Computers can process vast quantities of information rapidly and accur-
ately, but only if they are given step-by-step instructions to follow.
Because the machines cannot think for themselves, computer programmers
must write detailed instructions called programs that list in a logical
order the steps the machine must follow to organize data, solve a pro-
blem, ov do some other task.

Programmers usually work from problem descriptions prepared by systems
analysts who have carefully studied the task that the computer system is
going to perform - perhaps organizing data collected in a survey or esti-
mating the stress on portions of a building during a hurricane. These
descriptions contain a detailed list of the steps the computer must fol-
low, such as retrieving data stored in another computer, organizing it in
a certain way, and performing the necessary calculations. An applica-
tions programmer then writes the specific program for the problem, by
breaking down each step into a series of coded instructions using one of
the languages developed especially for computers.

Programs vary with the type of problem to be solved. For example, the
mathematical calculations involved in payroll accounting procedures are
different from those required to determine the flight path of a space
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ADDENDUM

TO

PROGRAM OUTLINE

The competencies to be achieved per trimester are:

End of Trimester I:

1. The student will demonstrate through formal testing, instructor obser-
vation and application, a knowledge of major business data procersing
concepts and procedures; will be able to describe a major DP shop, typi-
cal hardware and software, and standard business applications of computers.

2. The student will demonstrate famdlarity with the CRT (terminal), concepts
and terminology of teleprocessfing, type of computer being used, major
softwErd suPporting the project.

3. The student will demonstrate through formal testing and actual applications
familiarity with the programming language COBOL, its major uses, advantages
disadvantages, format and scope; also will be knowledgeable of STRUCTURED
COBOL concepts and format and will have written several programs in Struc-
tured COBOL.

4. The student will demonstrate programming skills in STRUCTURED COBOL through
actual applications using basic coding techniques and multiple control breaks.

5. The student will demonstrate through applications knowledge of CLIST
language and BASIC.

End of Trimester II:

1. The student will demonstrate knowledge of file handling, Tables, indexes
and subscripts and basic Aata validation techniques through actual applic-
cations in Structured COBOL.

2. The student will demonstrate familarity with Job Control Language (JCL)
through formal testing and applications.

3. The student will demonstrate familarity with terms and concepts of CIS
and SAS through formal testing, instructor interaction and application.
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End of Trimester III:

1. The student will be competent in batic JCL coding, advanced coding,
of COBOL, debugging techniques, and data validation methods as demon-
strated through applications.

2. The student will demonstrate skill in writing, oral communication,
and team approaches to programming through regular reports and instructor
interaction.
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EXHIBIT B

1. Budget is made for the full nine months, for the full amount. The budget
is then justification for an average cost per participant (assumed 20) of
$6,074.75. Since there will be three tri-mester beginnings during the
nine month period of the contract, a fixed cost per participant per tri-
mester is set at $2,000.

The State of Florida Department of Health and Rehabilitative Services will
pay one-half the cost per participant. Therefore, the cost to
County of a fixed fee.basis is participant

2. Since fifteen (15) carry-over placements are assumed during the nine
months of the contract pemod, a $1,000 fee per placement is assessed.
Placements for the class attending during the nine months of the contract
period will occur after the end of the contract period, and will be included
in the negotiated contract for that period.

3. The definition of placement is expanded to include any related job con-
taining the initial three digit DOT (Dictionary of Occupational Title)
code as for that of a computer programmer (007).

4. The placement wage will be in excess of $6.00 per hour and estimated to be
from $12,000 to $15,000 per year.

5. If placement occurs during Trimester I, 1/3 of placement cost, as defined
earlier, will be billed. If placement occurs in Trimester II, 2/3 of
placement cost will be billed, and if pl*ment occurs in or after Tri-
mester III, the full $1,000 will be billed.



Item 10 C.

CLASSROOM TRAINING

KENTUCKY

JTPA single unit charge performance contract for two types of classroom training.

This example demonstrates a concise statement of the program, participant

enrollment criteria, program schedules, program design, performance objectives

and schedule, and the budget and payment schedule. The controlling policy when

this contract was written was that a minimum of 20% of the total unit cost must

be for placement. (The percentage may be increased.)
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SUBCONTRACTOR, INC.
JTPA CONTRACT #

NARRATIVE

A. gOPE OF PROGRAM:

Contractor Subcontractor, , Inc. (SCI)

Program Name: Secretarial & Business/Finance Training Program (SBF).

Program Locatiois

Telephone Number

Program Activitv: Institutional Skill Training for Entry-Level Employment in:

1. Secretarial & Clerical Occupations

2. Business & Finance Occupations.

Total Participants to Be Served: 80.

Number of Program Enrollment Cycles 2. (See Schedule in Section C below.)

Slots per Program Enrollment Cycle: 40.

Leap of Program Enrollment Cycle: 31 weeks maximum for Secretarial (22 weeks o
Institutional Skill Training, 60 calendar days of Job Development & Placement activities). 28 wc,-
maximum for Business /Finance (19 weeks of Institutional Skill Training, 60 calendar days of 1 _
Development & Placement activities).

Daily & Weekly Program Hours 9:30 a.m. to 4:30 p.m., Monday through Friday, for a total of 30
hours per training week.

Start Date of First Program Enrollment Cvi: October 31, 1983.

End Date of Last Program Enrollment Cycle: June 13, 1984.

B. PARTICIPANT ASSIGNMENT STANDARDS:

1. 18 years of age or older.
2. High school diploma or GED.
3. For Secretarial: 8th grade level on BOLT, both reading & math.
4. For Business/Finance: 10th grade level on BOLT, both reading & math.
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C. SCFIEDULED PROGRAM CYCLES:

.

CYCLE Start Orientation
Complete Institutional Skill

Training

Unsubsi di zed,
Training-Related

Placement

10/31/83 = 40 Secretarial 03/30/84 = 16 05/30/84 = 12
I. Business/Finance 03/09/84 = 16 05/09/84 = 12

11/14/83 = 40 Secretarial 04/13/84 = 16 06/13/84 = 12
ll. Business/Finance 03/23/84 = 16 05/23/84 = 12

TOTALS: 80 64 48

D. PROGRAM DESIGN:

The Subcontractor, Inc: (SCI) will :

Prepare participants for technical training which will raise them to employment-ready status.

Train or retrain participants in the skill areas of clerical/secretarial and business & finance.

Provide a program of instruction in communication and computational skills which prepares
participants for continued skill training.

Place an emphasis upon the importance of proper grooming and personal hygiene, especially
as they relate to the world of work.

Place job-ready participants in training-related employment.

All participants will receive a one-week Orientation and Assessment Workshop, during which a
decision will be made as to whether an individual should pursue the Secretarial curriculum or that of
the Business/Finance program.

Secretarial Training:

This course is designed to train participants in the clerical occupational area. The course covers
Skills Building, Productive Typing, Filing Procedures, Business English, Office Procedures, Telephone
Techniques, and Test Preparation. The length of the course will be twenty-one weeks, with training
time divided into a six-hour day and five-day week.
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The training also includes overall growth in developing the typing skill, work habits,
proofreading and other attributes of an office typist.

Related Mathematics and English are taught to enrich the effectiveness of the participant in
his/her skill area.

A Secretarial completer will be able to type at an acceptable speed (i.e., from20-55 w.p.m.), and
with good control; to put basic skills to work irr typing letters, reports and various items such as
medical, legal, government and technical forms, ranging from simple to complex. SCI projects that
40% of the trainees will reach a typing speed of at least SS w.p.m.

A completer will also be able to undentand simple to complex sets of problems and instructions.
This covers models, semi-arranged copy, and unarranged copy.

Job-ready participants may be placed as secretaries, stenographers, typists and basic word
processors. In addition, placements may be made in training-related positions, e.g.: Computer and
account recording clerk, production clerk, information and message clerk, transportation service
clerk, telephone/telegraph operators and medical clerks.

Business/Finance Training:

This course is designed to train participants in the field of financial services. The course covers
Bookkeeping and Accounting Principles, Test Preparation, Operation of Business Machines, and
Introduction to Typing. .The length of the course will be eighteen weeks, with training time divided
into a six-hour day and five-day week.

Related Mathematics and English are taught to enrich the effectiveness of the participant in
his/her skill area.

A Business/Finance completer will be able to complete the entire accounting process of a
business information system in its simplest form, whether it be merchandising or service. This covers,
in general, the journalizing, posting, reporting, adjusting, and closing phases of the accounting
cycle.

A Business/Finance completer will also be familiar with the basic concepts of a data processing
system involving the accounting cycle, and with general business characteristics.

Detailed curricula for both the Secretarial and Business/Finance Training Programs will be
maintained in the Agency's Central Records Unit, for reference in compliance monitoring, with the
understanding that details of such curricula can be modified at the reasonable discretion of SC I
trai ning staff.
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E. PERFORMANCE OBJECTIVES:

1. EmIlmenI into Institutional Skill Training: SCI expects to 'enroll a minimum of 80
participants. While more than 80 participants may be enrolled, the single-unit charge for
Enrollments (as determined in the Budget Narrative) wil be made only for the first 80, so that
Payment by the Agency for Enrollments will not exceed $201,600.00.

2. Completion pf Institutional Skill Trainina SC I anticipates that 80% of program enrollees (64
participants) will successfully complete their.institutional skill training.. For purposes of assessing this
completion objective, a "successful completion" is defined as either:

a. Full program cornpletion, i.e., satisfactory performance in the skills and tasks covered by
the training curriculum, to be determined, by the disposition conference (which includes instructor,
EDP counselor, and job developer); OR

b. Early completion, i.e., program exit after the fifteenth (15th) day, in order to accept
training-related employment.

3. Unsubsidized. Training-Related Placement: SCI anticipates that 75% of successful
completers (48 participants) will obtain unsubsidized, training-related placement within 60 calendar
days of completing their institutional skill training. Should more than 48 participants obtain such
placement, the single-unit charge for Placements (as determined in the Budget Narrative) will be
made only for the first 48, so that payment by the Agency for Platements will not exceed $62,400.00.

For purposes of assessing this placement objective, and of correctly paying the single-unit
charges based on its attainment, "unsubsidized- placement' is defined as permanent employment
for at least 15 hours per week in a job that is notsubsidized with JTPA funds, and which pays at least
the Federal Minimum Wage. A job is presumed to be permanent unless the employer explicitly
classifies it as temporary. A participant is presumed to have taken a job, if he or she reports for 'work
and has been placed on the payroll.

In order to be-counted as a placement for which payment is to be made; the participant must
have completed at least the fifteenth (15th) day of the program, thus becoming part of the statistical
base for Enrollments (as determined below in the Budget Narrative).

Finally, a 'training-related" occupation is one whose job description, as determined by the
employer, i ncl udes the skills acquired in either the Secretarial or Business/Finance training programs.
Such occupations include, but are not limited to, the following:

Secretarial

Production Clerks
Computer Recording Clerks
Information/Message Clerks
Transportation Service Clerks
Telephone/Telegram Operators
Telephone/Telegram Operators
Medical Clerks

Business/Finance

Hotel Front Office Clerks
Office Machine Operators
Postal Clerks
Shipping & Receiving Clerks
Stock Clerks
Bank Clerks
Bank Tellers
Collection Workers
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F. PERFORMANCE P(.AN: MONILHLY & YEAR-TO-DATE

PERFORMANCE
OBJECTIVE OCT NOV DEC JAN FEB MAR APR MAY JUN

1. This
Enrollment into Month 40 40 0 0 0 0 0 0 0
Institutional
Skill Training YTO 80 80 80 80 80 80 80 80

2. This
Completion of Month 0 0 0 0 0 48 1 6 0 0
Institutional
Skill Training* YTD 0 0 0 0 0 48 64 64 64

3. .

Unsubsidized,
Training-

This
Month 0 0 0 0 0 0 0 36 12

Related
Placement** YTD 0 0 0 0 0 0 0 36 48

*(80% of #1)
"(75% 'of #2)

NOTE: See Budget Narrative for determination of statistical base for Enrollments for which single-
unit charge can be made, as distinct from MIS enrollments.
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SUBCONTRACTaR , I NC . ( SC I )
SECRETARIAL & BUSINESS/FINANCE TRAINING PROGRAMS

CONTRACT #
October 1, 1983 - June 30, 1984

A. BUDGET NARRATIVE:

1. This is a performance-based contract. Costs will be billed entirely as fixed, single-unit charges
in the cost category of Training.

2. Single-unit charges will be for enrollments in and placements due to institutional skill
training. These charges will be $2,520 for each enrollment up to 80, and $1,300 for each
unsubsidized, training-related placement up to 48.

3. The full unit price, embracing both single-unit charges, is $3,820 per participant. Full
payment Of the full unit price is anticipated for no more than 48 participants, with a resultant cost to
the Agency not to exceed $183,360.00.

4. Partial payment, i.e., the single-unit charge for enrollment only, is anticipated for no more
than 32 additional participants, with a resultant cost to the Agency not to exceed $80,640.00.

5. Total potential cost, and maximum total amount payable to the Contractor, is $264,000.00
for fixed, single-unit charges.

6. For purposes of paying the single-unit charge for enrollment, a participant will not be
counted as an enrollment until he or she has completed the 15th day of the program. Likewise, any
participants who exit the program prior to completion of the 15th day, will not be counted in the
statistical base for assessment and evaluation af the program.

7. An Initial Payment in the amount of $47,210 will be payable to the Contractor for invoice to
be submitted upon execution of this contract. The Initial Payment is to be amortized in full prior to
the end of the program period, by subtraction of $7,210 from the reimbursement due for January,
1984, and $8,000 from the reimbursement due for each of the remaining five months, i.e., from
February through June of 1984.

El. PERFORMANCE-BASEDSINGLE-UNIT CHARGE BUDGET:.

Single-Unit Charge # of Participants Projected Maximum Cost

$2,520 per Enrollment x 80 Participants = $201,600.00

$1,300 per Unsubsidized,
Training-Related Placement x 48 Participants = 62 400.00

MAXIMUM TOTAL AMOUNT PAYABLE TO CONTRACTOR NOT-TO-EXCEED: $264,000.00
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Item 10 D.

CLASSROOM TRAINING

TENNESSEE

This is a blanket or open-ended performance contract. No particular jobs, type of

training, nor client groups are specified. The Subcontractor agrees to find jobs, find

eligible participants qualified for such jobs, and find employers willing to commit

to hiring the trained participants before the training begins so long as they pass

certain competency measures. The Subcontractor is not paid until after the

participant is fully trained and placed in a job. The Subcontractor surveys

employers for job skill needs then gets approval from the funding agency to do the

training for that skill. The Subcontractor attempts to place non-completors and

persons who do not pass competency tests but receives no payment for such

placements.
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'WORK STATEMENT

Ed. note: SCI * "Subcontractor, Inc."

THE QUALIFIED EKPLOYEE PROGRAM. (QE)

L. Program Description

The Qualified Employee (QE) program offers a link with the private sector. This
Q.E. program will serve participants throughout all cf District VI. Tbe program
wil begin with SC1 securing employer commitments to hire all graduates of the
program. No program will ever begin participant recruitment without prior employer
commitment.

Recruitment

SCI will recruit participants and with the employer's assistance will screen
for participants who meet the employer's needs. SC1 will also design a specific
training program for each participating employer so that the exact skills they
want in an employee are taught. After program design is complete, then selection
will occur and participants will start the program by completing an assessment
battery which will help them identify deficiencies and develop a career plan.

yraining.

All class training will focus on competency achievement and unless participants
can demonstrate mastery, of the competencies, they will not graduate. Training
will be short term and will focus on job skills is well as job survival skills.

Upon graduation, participants will go to work for the participating employer and
SCI will maintain regular post training followi-up to help insure job retention.
In addition to this follow-uP, will enter into a post-training agreement
with the employer.

A. Classroom Training/Occupational (Skins) yraining

1. The occupations in which training is being proposed cannot be prescribed
at this point since the program operates by securing employer commitments
to hire prior to program start. Securing commitments throughout the year
will allow the flexibility to work with new employers should they express
interest in the program. District VI PIC training committee will approve
all programs prior co start-up. All courses will be done in conjunction
with employers who ensure that employees are full time.
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2. These will be closed entry/closed exit classes.

3. All training courses will, utilize basic training philosophy and
will be performance based in price. Training will consist of brief periods
of lecture to describt job functions, multiple examples of effective work,
large periods of practice time in performing Ocilla and feedback on job
performance. Competencies will be prescribed and participants will be
regularly tested in relation to those competencies to measure progress.
Extra practice time will be provided for students ro get additional practice
if necessary.sa they can meet competencies in which they have been deficient.
Under no circumstances will participants graduate if they cannot meet the
competencies prescribed.

SCI will deliver occupational skills training in a variety of different
vocational areas. The vocations which will be delivered.will depend on
tha dtmands of participating businesses. Vocational curricula will be
designed when the hiring of applicants is eminent.

The occupations where training will be delivered will come from the list
of employer endorsements or other employers approved by the Private Industry
Council of SDA# .

All training programs will be approximately 70 classroom hours in length.
The average classroom day will be seven hours. The average class size
will not exceed 15 participants.

After customIzed materials are developed for each employer, the training
process will begin with SCI recruiting for eligible participants who
express interest in the program. TIrLs will be the responsibility of
and will be at SCI 's eXpense. Clients.will be interviewed by SCI

and the employer belore they are accepted into the program. This is important
because employers uill be committed to hire all graduates of each class.

After program selection, participants will be given an assessment battery
designed to identify potential job problems and help them to work on improvemer
Assessments include the Business Judgement Test to measure knowledge of
appropriate business behaviors; the Strength Deployment Inventory to measure
how strengths ate deployed in interpersonal relationships; and the Employee
Aptitude Surveys which are a series of aptitude tests normed to scores
of people who are functioning effectively in specific jobs.

The assessment will be followed by approximately 70 hours of classroom
training. This includes both the job survival skills and occupational
skills. Graduates of the class will be hired by the employer, and our
graduation goal is 94%.
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qben participants enter employment SCI will maintain follow-up contact

to insure retention. Cur retention goals are 90%, of those that graduate,
at 30 days post-placement and 85%, of those that graduate, at 60 days
post-placement. Cur salAry range goal is to average at a minimum $3.50
per hour and our entered employment cost will not exceed $1,900 per person.

4. Employer participation in program delivery is two-fold. First, employers
will prescribe any screening information and exactly what they want in
an employee. They will assist in utilizing this information in the final
selection of participants. Second, employers will provide information
for the design of the training program so that it meets their specific
deeds. This includeS providing competency information, establishing training
topics, and approving the final drafts of all materials. In some instances
employers will provide training assistance in the classroom and will lend
equipment and tools for training.

5. Spectfic standards for measuring job readiness and progress will be regular
competency tests to see if the prescribed entry level competencies are
being met.

6. All job development and platement efforts will be conducted by SCI

staff members to sicure participation and hiring commitments on the front
end. This will guarantee all graduates being placed upon graduation. For
the few participants who do not graduate, SCI will offer counseling
assistance and will maintain regular job development contact with the private
sector to assist in plomment of all participants.

7. During the program, participants will 'receive career counseling in the
form of assessment reviews and career plans. Each participant will review
his/her assessment scores, look at the demands and potentials of the job,
and develop a career plan. This career plan will be developed under the
guidance of the instructor and will provide the participant with a "map"
for following goal progression throughout his/her career.

So that participants will have a good chance to have long-term job retention,
a significant portion of the program will address this topic.

B. Marketina - Marketing activities are designed to not only attract direct business
attention for this program, but for other SDA C....programs as well. Marketing
functions will also be used to recruit participants for.the program.

1. Advertisina: To recruit participants, SCI will advertise in the local
media. This outreach will insure eligible participants are attracted to
the program and will be a regular part of any program start up.

2. Annual Report: In delivering this program, an annual report will be designed
for SDA # and distributed to 1,00C area businesses. This annual report
will help to advise businesses of the Employment and Training Services
available from the District as well as recruiting their involvement in
programs.
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II. Goals

Program goals are 94% graduation rates, 90%, of those that graduate, at
30-day job retention rates, and 85% of those that graduate, at 60-day
job retention rates. It is a perforrnancr.-based program with no payment

to SCI-------umiless specified criteria are met. Maximum contract expen-.
ditures will not exceed $19 000.

III. ZEP-5.-EqNgatt921

The target population for this proposal shall be 50% youth and 50% other

eligible categories. The service area covered will include all counties/
cities within SDA # .

/V. Budget

This program is a performance-based program with payment to SCI only whenSCI
meets the specified payment points. This proposal calls for servingld participant
and will not exceed_$19.000 in total dollars if all payments are made. This price
is based on serving this quantity sad may vary if numbers change.

The performance payment structure is;

per person Upon jab placement

per person upon 30-day retention

per person upon 60-day retention

Maximum cost per entered employment will not exceed $1,900.

This price daes not include services expense.
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Item 10 E.

CLASSROOM TRAINING

NEW YORK

This is a gcod basic design for a classroom training performance contract. It

clearly defines completion and placement and estimates levels of output. In

addition, 25% ($890.00) of the tuition rate is withheld pending placement. The

payment schedule combines time and performance factors.

This contract was issued under CETA. It is the complete contract. Some terms

may be inappropriate or unnecessary under JTPA.
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AGREEMENT

FY '82

THIS AGREEMENT made this 12th day of November, 1981, by
and between the COUNTY PRIVATE INDUSTRY COUNCIL
INC., having its principal offices and place of busincsa at the

in the City of
County of and State oL (hereinafter referred to as
the PIC); and acting as authorized by the Act and Regulations

and

Car CareCareers, Incorporated

having its principal offices and place of huAiness at

.referred to as the Contractor).

WITNESSETH:

(hereinafter

WHEREAS, the P/C has been established to increase employment
and training opportunities for unemployed, underemployed and econ-
omically disadvantaged residents of the County; and

WHEREAS, the Town One and the Town Two
have established the County Consortium to increase the employ-
ment and training opportunities for unemploye,A, underemployed and
economically disadvantaged residents of their towns; and

WHEREAS, the County Consortium has designated the
PIC as its Administrative Unit; and

WHEREAS, the PIC has received funds through the County
Consortium under the Comprehensive Employment and Training
Act (hereinafter referred to as the Act); and

WHEREAS, the Contractor has proposed a program entitled
Basic Automotive Technician Training Program (hereinafter
referred to as the Program) ; and

WHEREAS, the PIC desires to engage the Contractor to con-
duct the program which is consistent with the purpose and goal of
the PIC; and

WHEREAS, the Contractor has been deemed capable of carrying
out the program; and
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WHEREAS, the was approved by the
dPlC boa at its meeting on # /Sr 81 (Executive Committee);

WHEREAS, the Contractor's Prooram wls approved by the
Executive Board of the County Consortium through their
signature on this Agreement;

NOW, THEREFORE, the PIC and the Con4-ractor do hereby
rutually agree as follows:

1. Pro9ram: The Contractor agrees to establish and
conduct a Pi-ogram-entitled
in substantial accorddnce with the Program narrative, attached
to, incorporated herein and designated "Attachment A".

2. Term: The parties agree that this Agreement shall
Login October-1, 1981 and continue until September 30, 1982,
unloss such dates are chzeiged in accordance with the provision
of this Agreement.

3. Adherence to Federal,_State and Local Law, Regulations,
Pules, Di rect -T-F;SuCaileies and The--dontractor
.1914,cs tci condu"ct ml,' and' all aLH-10ti6s'uniTer this Agreement
in accordance with any and all Federal, State, Local or depart-
iwntal statutes, rules, regulations, laws or ordinances applicable
to contracts of the PIC in effect or promulgated during the term
of t.his Agreement or any extensions thereof.

4. Payments., Fiscal Limitations and Requirements: The
PTC agrees "toThay-a1.1.k-opcir1-S, incurred exii.Tinses and cOas of the
Contractor in an amount not to xceed $142,272.00, in accordance
with andlimited by the Program budget, attaTESe(T-1657 incorporated
herein and designated "Attachment B"; provided that the Contractor
submits and maintainS all fiscal records end document& in
accordance with the PTC's fiscal procedures, attached to, incor-
porated herein and designated "'Attachment C".

5. Unusual Circumstances Affecting Performance: In the
event that the Contractor cannot meet any or all ortge obligations
placed upon, it by the terms of this Agreement, the Contractor
shall inunediately so notify the Executive Director of the PIC in
writing. The PiC Executive Director or his designee shall make,
rensonable efforts to assist the Contractor in meeting its
obligations under the Agreement. If within thiry (30) days the
Contractor remains unable to comply with its obligations under
this Aqccement, the Contractor shall seek modification in
accordance with.the procedures set forth in Section 6 of this
Agreement. Nothing in this Section shall be interpreted or
eonstrui-d as limiting the right of either party to terminate the
Agi,omont in the mahuer set forth in Section 7 of this Agreement.
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6. Amendmonts or Modifications: Either party may at
any time durrng tern,' ot this Agreement request amendments or
modifications. Requests for amendment or modification of this
Agreement shall be in writing, specifying the changes sought
and the reasons therefor. The parties shall review the request
for modification in terms of the Act, regulations and program
goals. Should the parties consent to modification of the
Agreement, then an amendment or modification will be drawn,
approved and executed, in the same manner as the orie3ina1
contract.

7. Tormina.tion: Either party may, at any time during
the term of thiAgl'&ement or any extension thereof, terminate
this Agreement by giving thirty (30) days written notice of its
intention to terminate. During the thirty (30) day period, the
parties agree to attempt to resolve the matter(s) which preci-
pitated the request for termination. If the party giving the
t,cmination notice dues nut withdraw the notice, this Agreement
shall terminate upon expiration of the thirty (30) day notice.
Provided, however, that in the event PIC elects to te,rminate
this Agreement, and at the time of such termination the
nintractor is not in material broach of its obligations hereunder,
lho Cialtractor tihall be entitled to reimbursement from the PIC
for any expc:nses which the Contractor may have incurred up to
such date in reliance on the full term of this Agreement, which
expc!sses shall not have been reimbursed in accordance with the
provisions hereof.

8. Suspension: The PIC reserves the right to suspend
any and a1bftThiTs of the Program for violations of the terms
of this Agreement, the Act, rules regulations and directives
for a period not to exceed sevem (7) days, upon one workday's
written notice to the Contractor specifying the reasons therefor.
In the event that such notice of suspension is served, the
contractor shall be ontitled to a reasonable opportunity within
the workday precding suspension to discuss the reason therefor
directly with the PIC Exocutive Director or his designee. The
decision to impose any and all suspensions shall be within the
sole discretion of the PIC.

9. Records -- Access and aintenance: The'Contractor
shall establiSh and ma1nt:act:1- f& atlt 'triree (3) years from
the termination of this Agreement such records as are required
by PiC. Those rords include, but are not limited to, all
fi..3cal records, ir.21uding payroll and purchases and intake
and placement. infotmation, etc. The Contractor further agrees
that. rQcgtds It:Quirf.d by PIC or by the
with tvt,poct to titiv:Itiutiod costs, audit di:Iallowances, liti-
(jation'er dispute hi.twoen the PIC and the Contractor shall be

titinod fur tho time no,dd for re!;olution ef said question.
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Failure to comply with any o4: the record keeping
requirements in this Section will be grounds for :IC to with-
hold payment against submitted invoices until such compliance
is demonstrated.

10. Audits and Inspections: At any time during normal
business hours and as oft-en as PIC or
may deem necessary and in such a manner as not to interfere
with the normal business operations of the Contractor, the
Contractor shall make available to the PIC, the County
Cormortium or the Department of Labor, for examination
all its records with respect to all matters covered by this
Contract and shall permit the PIC or the County
Consortium to audit, examine and make excerpts or transcripts
flom such records and to make audits of all contracts, invoices,
materials, payrolls, records of personnel, conditions of
.:-pluymont and other data relating to all matters covered by
this Agrcument.

11. Dispute Resolution: In case of any disagreement
twen the part-ills ds-t-6-.theoperation of the Program, the

intc:rpretation or application of any and all Federal, Stat,
Local or departmental statutes, rules, regulations, laws or
ordinances, the matter must be immediately submitted to the PIC,
which snall review and after consultation with the Contractor,
shall resolve same and such decision shall be binding on the
parties lo this Agreement. The Contractor, however, retains
any administrative and/or legal remedies including but not
limited to termination of this Agreement in accordance with
the prwisions of Paragraph 7 or appeal to the Courmy
Cormortium r the U.S. Department of Labor, that it may have
for review of a decision made pursuant to this Paragraph,
which decision it believes to be arbitrary or capricious.

12. Monitoring: The County Consortium will
provide a de-gigiTgt-representative to monitor the Contractor's
operation of the Program. Such monitoring may consist of
on-site review of Program operations and inspections of Program
reports, documents, records and activities with or without prior
notice to the Contractor.

13. Non-Discrimination: In carrying out the Program,
the Coniracior na discriminate against any participant,
enrollee, employee Of applicant because of race, age, religion; -
sox, notional origin, handicap, political affiliation or belief.

14. Sov..rability: The parties agree that should any
plovision of thi Aolucment be determined to be invalid or
unonforceable, nuch diftermination shall not effect any or all of
the ulhor lorms ond provisions of this Agreement which shall
c.intinue in force and affect.
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15. SuLcontracting: The Contractor agrees not to
subcontract,-TIFiRgfer, convey, sublet or otherwise
dispose of thi:, Contract or any right, title obligation or
interest he may have therein, without prior consent from the
PIC. Any such subcontract, assignment, transfer, subletting,
conveyance or disposition of the contract or any right, title
or interest th.lrein without the prior written consent of the
PiC will relieve the PIC of any and all liabilities and
obligations growing out of such contract to the Contractor or
to the person or corporation to which contract shall have been
subcontracted, assigned, transferred, conveyed or sublet.
Subcontractees, assignees, transferrees or sublettees shall
forfeit and lose all monies theretofore earned under such
contract.

16. Attachments: The parties agree that the following
Attachments "Jiro- bekeliTattached to and incorporated herein:

A. Program Narrative
B. Program Budget
C. Fiscal Procedures and Reporting
D. Participant Reporting

17. Performance Standards: The PIC and the Contractor
mutually agree
Program under

1.

tothe--1-6r1cWiiig performance
this Agreement:

Fnroll a minimum of forty-eight

standards for the

(48r individuals
2. Enroll .a maximum of fifty-one (51) individuals
3. Complete a minimum of thit -.ight (38) individuals
4. Place a minimum of thirty-e. t (38) individuals.

18. Contractor Staff: All personnel hired by the
Contractor 65-ligieleforin Wcirk under this Agreement shall be within
the employ of the Contractor only, which alone shall be
'rosponsible for their work, the direction thereof and their
compensation. Nothing in this Agreement shall impose any liabi-
lity quty on the PIC for acts, omissions, liabilities or
ohliyations of the Contractor. Further, neither the PIC nor
the Contractor nor their agents or employees shall be considered
as or represent themselves to be agents or employees of the
other.



19. Insurance:_

A. Bonding: Prior to the disbursement of funds
to the Contractoi7PICshall receive satisfactory evidence from
the Contractor that all persons handling funds received or
disbursed under this Contract are covered abond insurance in
the lesser of these amounts:

1. $100,000 or

2. The mount of the initial advance paid
to the Contractor by the PIC.

The Contractor shall notify the PIC immediately
if the bond is cancelled.

B. odica]. and_Accic]L!nt Insurance: edical and
;ccident insuranae-s'nall-b6-provided to-participants in those
programs; i.e., classroom training; in which participants
would not normally be covered by the Workers' Compensation
ntatute. Such coverage shall be comparable to the medical and
accident insurance provided under that Statute. Contractor is
not required to provide participants with income maintenance
coverage.

20. :niemnification: The Contractor agrees to pay all
dobts for larib: and/Or materials contracted by it, if any, and
fur the Lental of any appliance equipmQnt hirnd by it, if any,
for and on account of the services to be performed hereunder.
The Contractor shall assume the defense of and hold the Plc,
the Cotmry Cormortium and their officers, agents and
employees harmless from all suits and claims against any of
them arising from any act or omission of the Contractor, any
subcontractor or anyone directly or indiiectly employed by
them or anyone from whose acts hny of them may be liable. The
indemnification obligation of the Contractor shall not be limited
in any way by or for the Contractor or any subcontractor under
workers Compensation Acts, disability benefits acts or other
employee benefits acts.

21. Publicity: The Contractor agrees that whenver
information Fa-rat:di:a-to the Program funded under this Agreement
appears in the media or in publication,:such publidity,
whelnever practical. will include the statement, "funaed by the
County Consortium through the
Private Industry Council, Inc.



.2. Participants: The County Consortium
will be responsible foT-The referral of applicants to the
Contrac-..or in accordance with the Program Enrollment Schedule
set forth in "Attachment A". Such applicants will have been
determined to be eligible for the Program by County
Consortium and will have met the Program Entry Criteria
prescrned by the Contractor in "Attachment A", Section IV.

23. Notice and Demands: Any notice, demand or other
conunun i ca t i oi ¶dbThivcn under thi s Agreement by
either party to the other shall be sufficiently given or
delivered if it is dispatched by registered or certified mail,
postage prepaid or delivered personally to the following
address:

A. For the ContLactor is addressed or delivered
personally to:

B. For the PIC is addressed or delivered
personally to:

24. Release: Tn consideration of execution of this
Agreement bythe-PfC, the Contractor agrees that simultaneously
with the acceptance of final payment by the PIC under this
Contract, it will execute and deliver to the PIC an instrument
under seal releasing and forever discharging the PIC of and
from any and.all claims, demands and liabilities whatsoever of
every name and nature, both in law and in equity, arising from,
growing out of, or in any way connected with this.Contract;
save only such claims, demands and liabilities as are expressly
(!xcupLed in this instrument.

.25. Fiscal Limitations: The PIC's fiscal obligations
to the Contractor.unrer-thig-Wgreement are limited to funds
allocated and roceived for the Pro9ram by the PIC pursuant to its
giant Jnder the Act, plovided the PIC notifies the Contractor
ludwdiately of (my Leduction of funding. Otherwise, the PIC
shall be liable to the extent of the Contractor's reliance.
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PROGRAM NARRATIVE

I. PROGRAM DESCRIPTION

A. The purpose of the program is to provide comprehen-
sive training to prepare individuals for employment as Basic
Automobile Technicians.

B. The training program shall consist of approximately
six-hundred forty (640) hours. Approximately three-hundred
seven (307) of classroom instruction and approximately three-
hundred thirty three (333) hours of "hands on" training as
described in the attached curriculum.

METHODOLOGY

A. The Contractor shall:

1. Insure proper implementation and operation of the
program.

2. Provide thrie (3) cycles of technical training.
Each cycle shall consist of approximately six-hundred
forty (640) hours of training in Basic Automotive
Technolonr.

3. Select and enroll a minimum of sixteen (16) or a
maximum of seventeen (17) individuals from the pool
of applicants referred by the
into each of the three cycles of the program.

4. Begin each cycle in accordance with the following
schedule:

First cycle - On or about October 20, 1981

Second cycle - On or about February 11, 1982

Third cycle - On or about June 9, 1982

5. Evaluate ond document each participant's level of
achievement in academic, technical and personal areas
throughout and upon completion of the training program.

6. Provide individualized training related instruction to
participants on and as needed basis.
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7. Award a certificate of achievement to those who
satisfactorily complete the training course.

8. Maintain accurate time and attendance records for
all participants enrolled in training.

9. Submit to the PIC, on a biweekly basis, in the
required format, a record of each participant's time
and attendance in order that the allowance payments
may be processed.

10. Disburse allowance payment checks to participants.

11. Provide job development services for the purpose of
placing participants who successfully complete
training, and maintain documentation'on job development
activities.

12. Place participants in a ninety (90) consecutive day
hold period after the training cycles ending date if
the participant does not immediately enter employment
upon completion of the program. The Contractor's
staff will continue to remain in contact with the
participant during the ninety (90) day period so that
job referrals can be made and current employment
activities updated.

13. Provide documentation to the PIC on completions and
placements in order to substantiate amortization of
advance amounts and for receipt of sub..lequent payments
as defined in Exhibit II Budget.

14. Insure that full possession of tools is awarded to
participants according to the following provisions:

a) For the particiPant indirectly placed by the
program, full possession of tools shall be
awarded after a sixty (60) day probationary
employment period.

or

b) For the participant who obtains his own employ-
ment immediately or within the ninety (90)
day hold period, full possessiOn 1f tools shall
be awarded after a sixty (60) day probationary
employment period.

Because the County Constortium is ultimately
rnsponsible for the tools Cotamy Consortium shall
mak3 arrangements in the form of written agreements

participants and employees to ensure proper
release of tools.
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15. Follow-up on all participants who enter employment
thirty (30) and ninety (90) days after their
termination. Information gathered shall include:

a) Employment status

b) Name of employer

c) Job title

d) Wage rate

e) If no longer working, reason for termination
and date of termination.

16. Cooperate with any monitoring, auditing or
evaluation done by the County Consortium
PIC, the Department of Labor or their designees.

the

17. Submit all fiscal reports and client transactions to
the PIC on a timely basis.

18. Insure that client and fiscal records are maintained
in accordance with Department of Labor policy.

19. Insure that all participants receive and adhere to
the Personnel Poiicies and Training'Guidelines of
the

S. The County Consortium shall:

1. Provide outreacn and recruitment and determine and
insure eligibility for all potential clients.

2. Provide intake and assessment of all eligible clients
and refer an eligible pool of applicants to the
Contractor for orientation and final selection of
program participants.

3. Monitor, evaluate and audit program activity.

C. The PIC shall:

1. Provide technical assistance to the Contractor to
aid in the resolution of any problems which may
dovelop during program operation.

2. Calculate and prepare all allowance payments for
individuals enrolled in the program on the basis of
time and attendance reports submitted by the Contractor.
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3. Provide payment to the Contractor on a timely batis.

4. Arrange for testing of potential clients.

III. SELECTION OF PARTICIPANTS

A. The County .Consortium will determine
eligibility and provide intake and assessment of all eligible
clients.

B. Individuals certified eligible will be referred to
the Contractor.

C. The Contractor requires that prospective clients
possess a high school diploma or G.E.D. and score within
acceptable ranges on the prescribed entrance tests.

IV. PERFORMANCE STANDARDS

A. The program will enroll a minimum of sixteen (16) and
a maximum of seventeen (17) participants into each of the three
(3) training cycles.

B. Based on enrollment of forty-eight (48), eighty percent
(80%) or thirty-eight (38) participants are expected to
successfully complete the training program as defined below:

1) An individual completes the entire sixteen (16)
week training period, or

2) Completes a minimum of fourteen (14) weeks of
training and is placed as outlined in 3 b of this
section, or

3) 'Completes a minimum of fourteen (14) weeks of training
and enters a trade related program at an institute
of higher education as reflected on the termination

. notice reported to the MIS Unit within
fourteen (14) calendar days after the last day of
class attended.

C) Based on.enrollment of forty-eight (48), eighty percent
(80%), or thirty-eight (38) participants are expected to be
placed according to the definitions that tollow.

1) An individual successfully completes the entire
sixteen (16) weeks of training as outlined in the
Workstatement, and, within sixty (60) consecutive
days after the last day of training enters an
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unsubsidized, training related position, terminating
as an indirect placement prime sponsor or other,
provided that the position pays a minimum of $3.65/hour
and the participant is retained for thirty (30)
calendar days, or

2) An individual completes a Minimum of fourteen (14)
weeks of training and is immediately placed into a
training related, unsubsidized position, terminating
as an indirect placement prime sponsor or other,
provided that the position pays a minimum of $3.65/hour
and the participant is retained for at least thirty
(30) calendar days, or

3) An individual successfully completes the entire
sixteen (16) weeks of training, as outlined in the
Workstatement and refuses one (1) bonified, documented,
unsubsidized job offer within provided
that the position was training related and paid a
minimum of $3.65/hour.

Documentation in the case of a job offer shall include
evidence that

a) The individual har.i been offered an employment
position and,

b) The individual has reftred to accept such position.

D. Deviation from performancI standards by more than fifteen
percent (15%) may be grounds for contract termination or
denial of funding for additional or subsequent programming.

E. Curriculum Outline - See attachment.
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AUTOMOTIVE TECHNICIAN COURSE

PART 1 - BASIC

CWIRICULUM OUTLINE

1. Job Orientation, Opportunities, and
Customer Relations

2. Shop Orientation and Safety

3. Mathematics Skills

4. Communication Skills

5. Tool Usage and Basic Skills

6. Engine and Cooling Systems

7. Ignition, ?uel and Emission Systems

8. Exhaust System

9. Chassis

A. Steering and Suspension
B. Wheels and Tires
C. Wheel Balancing
D. 1. Manual Transmission and Clutch

2. Automatic Transmission
E. Drive Shaft and Rear Axle
P. Brakes

10. Battery, Starter and Charging Systems

11. Body Electrical

12. New Car Make Ready

A. Dealer Preparation
3. Under-Coating
C. Used Car Reconditioning
D. Car Wash

13. Preventive Maintenance

14. State Inspection

15. Rustproofing

852



CURRICULUM

CLASSROOM AND SHOP

1. JOB ORIENTATION AND OPPORTUNITIES

a. Career Opportunities
b. Program Description and Schedules
c. Trainee Responsibilities
d. Personal Requirements and Commitments

2. SHOP ORIFNTATION AND SAFETY

a. Familiarization With.Shop, Classroom
and Other Facilities

b. Technical Publications and Manual Library
c. Personal Safety
d. Equipment Safety

3. MATHEMATICS SKILLS

a. General Review of Whole Numbers, Fractions
and Decimals

b. Exercises in Addition, Multiplication,
Subtraction and Division with Parti-
cular Application to Course of Study

c. Conversion of Decimals and F.*actions
d. Metric System
e. Familiarization with and Instruction in

the Use of Measuring Devices, i.e.,
Ruler, Micrometer, Caliper, etc.

4. COMMUNICATION SKILLS

a. Job Related Reading Skills with Special
Emphasis on the Importance of Under-
standing Written Directives. Technical
Reading Skills. Familiarization with
Technical Manuals and Service Bulletins
and Publications

b. Personal Growth
c. Job Applications

1) Preparation of Resumes
2) Preparation of Employment Applications

d. Interpersonal Relationships
1) Other Topics Relating tc Individual Needs

5. TOOL USAGE AND BASIC SKILLS

a. Familiarization with Hand Tools
b.. Familiarization with Electric and Air Power Tools

c. Usage of Vehicle Hoist
d. Usage of Hydraulic Jacks and Presses
e. Usage of Different Types of Fasteners
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S. TOOL USAGE AND BAS/C SKILLS - continued

f. Operation of:

1) Tap and Die
2) Tubing and Flaring Equipment
3) Screw Extractors
4) Axyacetylene welding and Cutting
5) Electric Arc welding
6) Torque Wrench Operation

Shop Recuirements

Each student will be required to:

a. Be Familiar with Hand Tools
b. Be Familiar with Electric and Air

Power Tools
c. Use the Vehicle Hoist
d. Use the Hydraulic Jacks and Presses
a. Use the Different Types of Fasteners
f. Ope:ate:

1) Tap and Die Set
Drill a Given Hole Sire

2) Tubing and Flairing
a. Cut Tubing to Given Length
b. Produce a Single Flare
c. Produce a Double Loop Flare

3) Wire Splicing and Soldering
a. Cut Wire to Length and Strip Ends
b. Splice Wire with Solder and Taps
c. Splice Wire with Crimp Connector

4) Welding a.d Cutting
a. Cut Straight Line b" Long
b. Pro4uce 6" of Gas Well
c. rroudce 6" of Brazing
d. Produce 6" of Arc Welding
e. Burn a Hole of a Given Size

6. A.) ENGINE

Each student 'will be required to:

a. Recognize Engine Types
b. Recognize Engine OperatiOn

Shop Reouirements

a. Name Engine Types
b. Inspect Engine Mount
C. Inspect Engine for Damage
d. Learn Engine Parts by Name

B.) ENGINE LUBRICATION REQUIREMENTS

a. Oil Flow System
b. Low Pressure Indication Method

c. Identify Oil Leaks
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Shop Requirements

a. Check Oil Condition
b. Name Capacity of System
c. Name Type of Oil Pressure Switch and its Location
d. Name Type of Oil Pressure /ndicator Used
e. Inspect for Oil Leaks

1. Under the Hood
2. Under the Car on the Lift

6. C.) ENGINE COOLING SYSTEM

Each student will be required to know:

a. Coolant Circulation
b. Cooling System Components
c. Coolant Levels and Protection

Shop Requirements

a. Component Identification
b. Name Radiator Types
c. Check and Record Coolant Level and Condition
d. Pressure Test the System
e. Visual Inspection of all Components

7. A.) IGNITION, FUEL AND EMISSION SYSTEMS

Each student will be required to complete
an understanding of Fuel System Components
and their identifications

Shop Requirements

a. Visual Inspection of Fuel Syrtem
b. Inspection and Replacemen' of FIlters
c. Check System for Leaks
d. Check Carburebor Condition
e. Check Fuel Pump Condition
f. Name Type of enel Tank Vent System Used

B.) EMISSION SYSTEM

Each student will be required to explain a
complete understanding of component operationsi
recognize components and services required for
all Emission Systems

Shop Requirements

a. Positive Crank Case Ventillation System
1) Condition
2) Check-up with P.C.V. Tester
3) Open or Closed System

b. Heated Air System

1) Condition
2) Vacuum Ok, Heat rensor Operated

c. Thermactor, Air Injection System

1) Condition of Components
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d. Exhaust Gas Recirculation System

1) Visual Inspection
2) Name Components and Record Condition

C.) IGNITION SYSTEA

Each student is required to:

a. Have a complete understanding of basic Ignition
System

b. Identify Components and Services required

Shop Requirements

a. Identify Secondary Circuit, name Components per
Instruction

b.

C.

d.

Record Firing Order
Check Spark Jump of Wires
Idput Routing of Plug Wires, Record Findings

S. EXHAUST SYSTEM

Each student will be required tos

a.

b.
C.

Understand Components by Name/Function
Learn the Cbmplete Service
Proceed to Repair System

Shop Requirements

a.

b.

C.

d.
e.

Name Exhaust Components
Replace different Exhaust
Insert a Heat Riser
Record if e7uipped with
Under Hood:Check Choke,
and Manifold Gaskets

Components

Catalytic Converter
Heat TUbes, EGR Valves

f. Perform Vacuum Check for Collapsed Pipe

9. CHASSIS

Each student will be required to understand the function
and operation with corresponding repairs in Steering,
Suspension, Wbeels and Tires

shop Requirements

A. 1) STEERiNG

a. Name Steering and Suspension Components
b. Inspect Power Steering System

1) Visual Inspection
2) Check for Leaks

C.

d.

e.

f.

g.
h.
1.

InJpect and Adjust Power Steering Belt
Inspect Power Steering Fluid Level
Check Gear Box Lube Level
Check Steering Linkage Condition
Check Gear Box Tightness
Inspect Flex Coupler
Check Toe-in Scuff Guage

?,856

914



2) SUSPENSION

1. Inspect and Record Condition of Shocks, Springs
and Stablilizer

2. Inspect and Record Condition of Frame
3. Name Components to Instructor for Visual

Identification

B. WHEELS, TIRES AND BUBBLE BALANCE

Each stud-Int will be required to learn and understand Tire-
Wheel Nomenclature; Function and Operation of Bubble Balance

Shop Recuirements

a. Record Tread Depth in 32nds
b. Name Load Range or Ply Rating
c. Adjust and Record Tire Pressure
d. Record Side Wall Condition
e. Examine for Bulges, Cuts
f. Record Tire Wheel Run Out
g. Dismount and Mount Tires

C. WHEEL BALANCING-BUBBLE BALANCE

Each student is required to describe operation oC
Common Static Wheel Balance, and operation of Bubble
Billancer

Shop Requirements

Remove Wheels from Car; Static Balance on Bubble
Balancer

D. CHASSIS DRIVE TRAIN

Explain theory of operation and service repairs made to
Manual Transmission,.Clutch, Automatic Transmission,
Drive Shaft and Rear Axle

Shop Requirements, Manual Transmission and Clutch

a. Inspect Clutch and Transmission Linkage
b. Check Clutch.Pedal Frceplay
c. Check Transmission Fluid Level
d. Inspect Transmission for External Leaks
e. Inspect Flbor or Column Shifter for Wear

Shop Requirements for Automatic Transmission Service

Each student will be required to:

a. Check Auto Transmission Fluid Level
b. Check for Auto Transmission Service-Notify method

of draining transmission
c. Inspect for External Leaks

Note Cooling System Method
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E. DRIVE SHAFT AND REAR AXLE

Each student will be required to understand and
identify tbd function and operation of the Drive
Shaft and Rear Axle

Shop Requirements

Each student will be required to:

a. Remove Drive Shaft
b. Record Yolk and Flange Condition
c. Inspect U-joints and Correct Grease Fitting Alignment
d. Check Rear Axle Oil Level
e. Check Rear Axle for Oil Leaks
f. Remove Axle Shaft
g. Inspect Axle Bearing
h. Inspect Axle Seal

F. BRAKES

Each student will be required to know theory and
operation of Hydraulic Brake System and Service Procedures

Shop Rrequirements

a. Check Brake Fluid Level and Condition
b. Tnspect for Fluid Leaks
C. Adjust Drum Brakes
d. Re-move Drums for Brake Inspection
e. Repack Front Wheel Bearings
f. Bleed Brake System

10. BATTE.1Y, STARTER AND CHARGING SYSTEM

Each student will be required to know:

a. Theory and ConstruCtion of the Battery, Starter
and Related Components

b. Theory and Construdtion of Charging System
Components and Service Procedures

Shop Requirements

a. Check Battery Voltage
b. Check Battery Electrolyte Level
c. Hydrometer Test
d. Battery Service
e. Use of Battery Charger
f. Inspect all Cables and Connectors
g. Check Alternator Belts rind Mountings
h. Check Starter Mountings
i. Check Starter Relay
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11. BODY ELECTRICAL

Each student will be required to understand basic
Current Flow and basic trouble shooting of body
Electrical System consisting of Continuity Testing,
Voltage Drops and Draws

Shop Requirements

a. Gas Gauge or Light

1. Check for Ground
2. Check for Open Curcuit

b. Temperature Gauge or Light

1. heck for Ground
2. Check for Open Curcuit

c. Oil Gauge or Lisht

1. Check for Ground
2. Check for Light Curcuit

d. Hook up Volt and Amp Meter, Check for Draw
Using One of Car's Ciruits

e. Use Test Lights to Check for Power Source and Draw

12. DEALER PREPARATION OF NEW MP USED CANS

Each student will be required to train in New and Used
Car Preparation covering:

1. New Car Make-ready
2. Under Coating
3. Used Car Reconditioning
4. Car Wash

ShceRe 1.5.A.aLnents

Perform 2 Complete New Car Make-ready Procedures

13. PREVENTIVE MAINTENANCE.

Each student will be required to perform General Service on
automobile inclduing Ldbrication, Oil and Filter Changes -
Fill and Maintain Correct Fluid Levels

Shop Requirements

a. Change Engine Oil and Filter
b. Perform Grease Job
c. Check for Leaks
d. Check all Fluid Levc.ls
e. Adjust Tire Pressure
f. Adjust Belts
g. Lube Parking Brake
h. Lube All Doors and Hinges
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14. STATE INSPECTION

Each student will be required to:

a. Train in Proper Inspection Procedure
b. Know and Understand Inspection Requirements
c. Complete Examination Requirements

Shop Requirements

a. Complete Inspection with Check-out Charts
b. Brakes and ParXing Brake
c. Steering and Front-end Wheel Alignment
d. Head Lamps
.e. Lights
f. Tires
g. Windshield Wiper
h. Glass
i. P.V.C.
j. Rear View kirror
k. Safety Belts
1. Horn

NOTE: Students Checked out by Instructors must use
Proper Procedures and Equipment or student
wi21 not be check out.

15. RUSTPROOF/NG
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PROGRAm BUDGET

I. Tuition

A. The amount budgeted in this agreement is based upon
the acheivement of eighty percent (80%) completion
and pLicement rates for sixteen (16) participants
enrolled in each of the three (3) cycles; a total
of thirty-eight (38) completions and placements
from the minimum of forty-eight (48) individuals to
be served.

B. If completion and/or placements exceed eighty percent
(80%) or thirty-eight (38), the PIC, in conjunction
with the County Consortium shall make
additional payment to the Contractor for each
additional completion/placement at the rates listed
below.

C. If the completions/placements of the participants in
this program are not sufficient to amortize all
amounts advanced to the Contractor, the Contractor
shall refund the unamortized aMonnt within one-hundred
twenty (120) days of the completion of the third
cycle of training.

Tuition Rates

A. Payment per student completion

B. Payment per student placement

C. Total payment per student

D. Estimated total cost for tuition
based upon thirty-eight (38)
completions and placements

86191 9
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Item 10 F.

cOuNTX
PRIVATE INDUSTRY COUNCIL
CONTRACT FOR SERVICES

CIty ot
Employment Program

2410 East Cherry Street

Contract Number: YCY84/08 -64 Effective From: 7/01/84
To: 6/30/85

Type of Contract: Services To Youth - Contact:
Comprehensive 625-6326

culnax exlvalb Lapuerxr-cuuricIL (tut:, nereDy enters
into this performance based, fixed price training contract with the
above named Contractor for the purpose of providing specified ser-
vices, as furth,r described in the body of the contract, under the Job
Training Partneeship Act - JTPA/Public Law 97-300, as amended.

THE PIC agrees to compensate the Contractor for services performed up
to the maximum amounts stated below provided such services are within
the scope of the Job Training Partnership Act and are authorized and

FUNDING

PERFORMANCE BASED $380,002

COST REIMBURSED:

OJT EMPLOYER PAYMENTS 30,000

VOCATIONAL EXPLORATION PROGRAM STIPENDS $ 3,000

SUPPORT SERVICES $ 14,800

TOTAL FUNDING SHALL NOT EXCEED $427,802

NEEDS BASED PAYMENTS (Informational Only) $0

SIGNATURES

IN WITNESS WHEREOF, the parties hereto have executed this contract by
having their authorized representatives affix their signatures in the

spaces below.
FOR THE CONTRACTOR

NAME:

TITLE: Director, DHR

IGNATU
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FOR THE PIC

NAME:

TITLE: Executive Director

SIGNATURE

f()_,/#71
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Of the total minority participants to be served, the Contractor
shall ensure the rollowing objectives are meE at Enrollment and
at Placement:

Black (non Hispanic) 50%
Hispanic 4%
Native American/Alaskan Native 4%
Asian/Pacific Islander 2%

The Contractor all ensure that the following objectives are

Completials 85%
Placements 60%
Retentions 70% of Placed

42% of Total Served

3. DEWRIPTION OP PIC SERVICES

The PIC shall provide to the Contractor:

Technical Assistance, as required

Payments per Section No. 5, Payment, and Exhibit B, Payment
Schedule, for the performance of such services as delineated
in this contract, and in accordance with."Procedures For
Requesting Funds and Reporting Costs," as outlined in the
PIC Program Management Handbook.

4. DEFINITIONS

Where applicable, these definitions shall be utilized in this
contract:

Assessment: An evaluation of the prior work history, caree:
interests and functional competencies of a youth upon program
entry. The assessment will measure deficiencies in basic
education, work maturity and job skills in order to set
appropriate competency attainment goals and to determine the
services to be provided. Will include testing, using an
appropriate standardized instrumente in order to document
participant needs. Three purposes will be served: to establish
base-line data for evaluative purposes; to identify the
participant's service needs and determine an appropriate
individual training plan; and to measure and document competency
deficiencies.

Competency: The basic skills necessary for employment. There
are 3 types of employment competencies: basic educational
skills, work maturfty skills, and job specific skills. Specific
definitions are as follows:

Basic Educational Skills: The demonstrated ability to
understand and apply mathematical concepts and to perform
basic mathematical operations, and to read, write, and speak
(in English) at the levels required to pursue high school or
equivalency completion and to hold unsubsidized emplOyment
in an entry level job.
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Termination: Termination shall, mean exit of the participant from
the Contractor's program.

Training,ReIated Placement: Placement in unsubsidized employment
which utilizes skills acquired in the Contractor's-program, as
defined in the contract.

TraininsuirailteLmacenantjuitg: Percentage of total placements
which are in chargeable training related jobs. Training related
placement rate equals chargeable training related placements
divided by total chargeable placements.

Try-Out Employment: Employment at private for profit worksites,
in which a youth is trained in work.behaviors and job skills for
up to 250 hours. Compensation in lieu of wages shall be paid to
the participant. Vacancies in such positions may not be refilled
if the previous participant completed the try-out employment
period but was not hired by the employer.

Unsubsidized Employment: Employment where no part of the
employee's wages or fringe benefits are paid through any federal
or state employment program.

Verifications All payments are subject to records review and
possible employer/participant contact by PIC staff or
representative. Acceptable forms of verification wil be a part
of each contract.

Waae At Placement: The wage per hour which the participant is
paid upon the reported date of placement. In order to earn
payment for wage at placement, the placement must qualify for
payment. In addition, the hourly wage at placement earned by the
participant must be equal UK, or greater than, the wage specified
in the contract for that typfof training, which must not be
lower than the applicable state or federal minimum wage
guidelines.

5. PERFORMANCE

Subject to its other provisions, the performance period of the
services described in this contract shall be from July 1, 1984
through June,30, 1985 unless otherwise modified or termination as
provided herein. The. Contractor shall provide all the services
called for under this contract and shall deliver any and all
reports, documents, or other material or products requried by the
PIC as consituting full and complete performance of the services
identified herein. It is expressly understood by the parties to
this contract that the Contractor shall comply with all
reasonable written and oral instructions of the PIC which fall
within the scope of this contract or its attachments.

6. pAYMENT

In consideration of the services to be performed under this
contract and in accordance with the terms of Exhibit B, Payment
Schedule and procedures outlined in both the PIC Program Manage-
ment Handbook and Management Informational Handbook, the PIC
shall compensate the Contractor, on a "per unit" cost
(performance) basis, up to the amounts specified z)11 the Signature
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11. ORDER OF PRECEDENCE

In event of an inconsistency in this contract, unless otherwise
provided herein, the inconsistency shall be resolved by giving
precedence ih the following order:

1. The Job Training Partinership Act, as now existing or
hereafter amended;

2. The Department of Labor rules relating to JTPA as set forth
in Titles 20 and 29 of the Code of Federal Regulations, as
now existing and hereafter &mended;

3. The State of Washington JTPA Provisions, as now existing and
hereafter amended;

4. Terms, conditions or requirements as specifically set forth
in the body of this contract or as incorporated by
reference, unless specified below;

9. Assurances and Certifications; and

6. The Contractor's Program Narrative

11. ENTIRE AGREEMENT

This contract, including all attachments hereto, sets forth the
entire relationship of the parties to the subject matter hereof,
and any other agreement, representation or understanding, verbal
or otherwise dealing in any manner with the subject matter of
this contract is hereby deemed to be null and void and of no
force and effect whatsoever.
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gold: A participant who has ceased training activities and is
seeking unsubsidized employment. Participants must be placed in
'Hold' immediately upon cessation of training activities and may
be in hold for no more than 90 days.

indisidualTraining_plan: A plan for training services developed
and established for each participant based on their individual
employment and training needs.

Intake System: .An organized method through which the Contractor
will provide the following services: (1) recruitment of
participants; (2) examination of applications to determine
eligibility for JTPA services; (3) orientation to the
Contractor's program(s) as well as services available under other
programs offered by the PIC; (4) assessment, testing, and
completion of an individual training plan; (5) enrollment in
accordance with established entrance criteria and program service
objectives; and (6) provision of information to the PIC on
current program openings.

job Search: The activity in which participants, individually or
in a group setting, systematically, with the ongoing assistance
of program staff, search for work. Job Search shall last no more
than 30 days.

Needs Based Payments: Financial subsistence support provided to
a participant to meet a demonstrated need for support while in
training. The needs.based payment level for the participant is
based upon a standardized assessment of the resources available
to the participant while in training.

The participant will receive their needs based payments from a
fund centrally administered.by the PIC. Student financial aid
(e.g., Federal or State grants, loans, and/or private scholar-
ships, etc.) that the participant may receive shall be made
available to the participant to cover personal expenses while in
training and may not be attached or otherwise used by any
contractor or subcontractor.

On-The-Job Training: Training occurring at a private sector
worksite, subsidized at a maximum of 50% of the employee's wages
during the term of the contract. The subsidy offsets the costs
of training the youth. The employer agrees to retain the youth
after the OJT.

Other Positive_Termination: Participants who have not found
employment, but who have (a) received a GED, (b) have returned to
school during the program, (c) entered non-JTPA training program,
or (d) achieved employment competency recognized by the PIC,
shall be included under this definition.

participant: An individual who meets the eligibility require-
ments of JTPA and who has been enrolled into the Contractors
program.

placement: Employment in a full- or part-time unsubsidized job
upon termination from the program. For purposes of payment, a
placement shall be defined as a minimum of twenty (20) hours of

867

92 4



B. PROPOSAL RESPONSE FORM
PROGRAM APPROACH.R ?ONSE

PAGE-1 OF 30

1 a prov ae a Dr er overv ew 00 tne program n g g ng e goa s,
strategic approach and significant aspects of the proposed program.

Ovdrview The Youth Employment Program (YEP) program will provide comprehen-
sive employment services to Seattle youth aged 16-21. Priority
for services will be given to out-of-school.youth, especially high
school dropouts. The target population will be able to access
program services in their own neighborhood. A network of agencies
will provide specialized support services to meet the employment
needs of youth.

Goal The goal of the program is to assist low-income youth aged 16
through 21 to acquire the skills, behaviors and attitudes
necessary to secure and retain unsubsidized employment and to
pursue a long-term career.

ServiCe The service strategies to be used in the program are designed to
317Weraes remove the many barriers to employment faced by the client popula-

tion:

1. Comprehensive Services: A comprehensive array of services
will be provided to remove the multiple barriers to employment:
basic educational skill classes, employment preparation,
employment experience (OJT, VEP), job search and placement
services, post placement services, and referral to non-JTPA
services.

2. Neighborhood-Based Service Delivery: In order to reach the
target youth population, a neighborhood-based service delivery
system will be used. Youth will be able to access and receive
program services at.local Youth Service Bureaus and at
Community Service Zenters thrcughout Seattle in addition to
the program's mairraffice located in central Seattle.

3. Cooperative Arrangement with Other Agencies: The program will
maintain cooperative arrangements with other agencies pro-
viding essential services to the client population. Such
arrangements include: Seattle Public Schools for educational
services, Medina Children Services for counseling and support
to teenage parents, Washington State Vocatiunal Education
Division for special counseling and support to ex-offenders.

4. Referral to other services provided by the Division of Family
iria-7FUTF erv ces: Child Care, Child development and college
preparat17-7FYvcores will bc provided as appropriate.

Significant 1. The program is designed to serve youth who are deficient in
Aspects basic skills, motivational levels, work maturity, work skills

and work experience. These youth have multiple barriers to
employment and are most in need of employment assistance from
the program.

2. Training services to be provided will assist youth in securing
jobs, which offer career advancement potential, paying an
average hourly wage of $3.50 per hour. Services will enable
program clients to pursue career advancement with either the
initial employer or elsewhere.

16-6-2916.1
868

. 925



PROPOSAL RESPONSE FORM.
PROGRAM APPROACH RESPONSE

rEITETTriTtfarr'
PAGE 3 OF 30

For those youth not intending to obtain high school eqfivalency certification,
the teachers will emphasize the learning of basic skills such as math and
language arts. The curriculum will be individually tailored to meet the needs
of the youth's employment activities.or vocational.goal. For example, a young
person interested in an employment experience in cashiering will concentrate on
improving his or her math skills. Educational services will be provided for up
'to siX mOnths'to help each participant obtain a GE0.-Tlii average length-of par-
ticipation by those needing to upgrade basic skills to meet job requirements
will be four months.

1

The skills to be acquired jn this component are competencies
writing and speaking needed to fulfill employer requirements

The standard of completion will be the successful completion
which will be documented by the attainment of the GED certifi
upgrading their basic skills, the increase in functional abil
reading and writing by two grade levels. This increase-WM
the change in GED pre-test and GED test scores.

EMPLOYMENT EXPERIENCE

The purpose of this service is to provide youth the opportunity to develop work
maturity or job specific skills which many of them lack. Two types of
employment experience will be provided: 1) On-the-Job Training (OJT) and 2)
vocational exploration (VEP).

Youth who possess work habits and attitudes acceptable to employers, but who
lack specific job skills or experience necessary to obtain a jo will be
enrolled in the OJT program. On-the-job tr,ining will be provided by private
sector employers who will be reimbursed by program for the cost or providing
training. The maximum rate of reimbursemell- be SO% of the wages paid to
the participant. The maximum duration of Qv OJT contract will be three months.
Participants are expected to be hired by their employer at the end of the
contract period.

The standard for completion of OJT training is completion of 200 hours or 6
weeks of training, or absorption of the youth into the OJT employer's regular
work force (unsubsidized employment). Documentation of tompletion will consist
of 1) supervisor rating of the youth performance on a performance evaluation
form and participant time sheets which are signed by both the supervisor and the
youth, or 2) placement verification letter for those who are hired by the OJT
company. The expected outcome of this service is job placement.

Youth who do not demonstrate work habits and attitudes 'acceptable to employers
will be served through the Vocational Exploration Program. The VEP is designed
to provide a learning opportunity and exposure to work environment and job
requirements to participants who have extremely limited work experience,
knowledge of the world of work, or job skills.

Participants will be placed in private-for-profit companies as well as public or
non-profit agencies. Youth will observe regular company employees perform their
tasks. This activity of "job shadowing" will give youth the opportunity to
learn about the characteristics, functional aspects and operating conditions of

in math, reading,
or attain a GED.

of the GED tests,
cate, or for those
ity in math,
be demonstrated_by

16-6-2916.3 869
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3. PROPOSML RESPONSE ;11RM PAGE 7 OF 30
SERVICE PLAN RESP E

..a.--eyesct7472(-71:071-1-75-7"=-11-7enterrionorrig systems lo track progrmn perfor-
mance against.the objectives presented. Discuss action(s) to'be taken'by our
organization in the event that performance varies from planned levels.

Program performance by participants will be documented in each individual case
ffle maintained by the Employment Specialist. Case files will contain copies or
originals of enrollment documents, the Individual Training Plan (ITP), case
notes, competency verifications, placement certification, and retention
certification.

A monthly report which tracks program performance is compiled by the Employment
Coordinator from the statistics generated by the Employment Specialist. Also,
placements are tracked, as they occur, on a job board. Actual performance is
compared to planned performance each month to determine areas of strengths and
weaknesses. The following.steps will be taken to increase performance in t spe-
cific area:

I) Enro7lment: Increase recruitment to community agencies and community
colleges, develop brochures and flyers to distribute to'youth, and con-
duct a media caMpaign to inform youth of our program services.

2) Completion of training: Review the design and operation of the pre-
employment training component, increase attendance mc litoring, assign
an additional staff person to each workshop to provick individualized
instruction, and revise curriculum as needed (especially in the area of
motivating youth)..

3) Educational Competency: Provide additional classes for youth, increase
recruitment and enrollment of youth with low reading or math scores and
dropout youth, and increase monitoring of class attendance and atti-
tude.

4) Work Maturity Competency: Provide additional seminars on appropriate
dress for work, retaining a job, and job site communication. Enroll
youth with limited work experience, increase monitoring of youth's
attendance, and increase VEP development.

S) Job Specific Skill Competency:* Increase OJT site development; enroll
youth who already demonstrate work maturity, increase monitoring of
attendance, and provide short term skill training classes.

6) Placement: Increase job development, increase marketing to employers,
and develop motivation in youth.

7) Retention: Increase contacts with participants after placement to
review job progress, satisfaction, and problems, and stress availa-
bility of employer consultation after youth is placed.

* Note: this competency will not be included as a payment point, although
participants will attain skills in the program.

16-6-2916.7
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O. PROPOSAL RESPONSE T71RM
SERVICE PLAN RESPO .E

PAGE 9 OF 30

rov e program en Ty cr ter a o e use to se ect program par-
ticipants. Describe how the criteria relate to the program approach and ser-
mice,objectives.

The Youth Employment Program has identified through its service objectives that
the economically disadvantaged youth is most-in-need of comprehensive services.
With the high number of high school drop-outs (1,500 Seattle Public School youth
dropped out in 1983), and the high youth unemployment rate (20% in Washington);
YEP will identify the mix of services necessary for edch participant to increase
their employability.

The criteria used to select program.participants are:

Age (16-21 years old)
City resident .

Interested in employment assistance
Low basic educational skill level (minimum 4th grade competency)
Limited work experience

These criteria will be used to determine the program approach and service objec-
tives for each participant. The following are examples of how participant
characteristics relate to program approach and service objectives:

Participant A Participant B. Participant C Participant 0

Participant
Profile: Age 17 18 20 21

Employment Yes Yes Yes Yes
Interest

School Status Dropout Dropout Dropout Graduate
Educational 5th grade 6th grade 7th grade 7th grade
Competency Level

Work Experience None None 3 mo. 6 mo.

Program
Strategy: Upgrade Basic GED Prep- GED Prep- Upgrade

Educ. Skills,
VEP, and

aration,
VEP, and

aration,
OJT, and

Basic
Education

Placement Placement Placement Skills

Services Services Services and
Placement
Servfces

Service
Objective: Job GED and job GED and job Job

16-6-2916.9
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B. PROPOSAL RESPONSE FnRM
SERVICE PLAN RESPt

PAGE 11 OF 30

escr e now tne n v ua rain ng p an wi e deve ope an e

factors considered in developing this training plan (e.g., needs, barriers to
employment,_interest, aptitude, etc.). For comprehensive programs only-, if
applicable, indicate how specific services will be sequenced or combined to meet
individual participant needs.

The Individual Training Plan (ITP) will be developed based on information
gathered at the assessment and during pre-employment training. The ITP will
identify the services necessary to address the participants needs, barriers to
employment, interests, aptitudes, and training required to obtain the skills
necessary for employment.

Ouring.the assessment process, the applicant's work history, reading and math
test scores, and interest inventory profile will be compiled in the initial sec-
tion of the ITP. This tection will be used to determine if the participant
is in need of the comprehensive services of the Youth Employment Program.

The ITP and the participant is then assigned to an Employment Specialist who
will track the individual through the pre-employment training; identify the
applicants needs, barriers to employment, interests, aptitudes, and attitude;
and add these factors to the ITP. The Employment Specialist and the participant
will review these factors and complete the Individual Training Plan which will
outline the mix of services to be provided.

Specific factor which will determine the mix of services will be low basic
skills (4th through 8th grade), limited work experience (0-3 months) and no
career identifications. Services to be provided include education, vocational
exploration, OJT, and job search assistance. A participant may also sequence

or combine services such as:

Educition, VEP, and job search assistance

Education, OJT, and job search assistance

VEP or OJT and jbb search assistance

16-6-2916.11
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B. PROPOSAL RESPONSE FIIRM
SERVICE PLAN RESPC.

PAGE 13. OF 30

dent y an descr be.non- servlces w c may be ma e aval able o
the participant through the proposed progvam. Briefly discuss non-JTPA services
outside of the proposed program to which a participant may be referred or linked.

Many non-JTPA services will be available to YEP participants through an
established network of programs in the Family and Youth Services Division.
The Division will provide childcare,.college preparatory services to partici-
pants who are interested in higher education, and emergency and transitional
shelter.

Division staff has also maintained a wealth of information on governmental and
community human service programs which might be needed by the program par-
ticipants. They have established a close working relationship with the line
staffs at many of these agencies. Program participants who have a need for
these services will be readily referred to them.

Program participants will also be referred to other non-JTPA services in the YEP
site. Located in the Horace Mann Building are the Medina Children Services'
Teenage Parent Program (TAPP), Washington State Vocational Education Program for
Offenders, and LULAC Educational Service Center. TAPP will provide counseling
and other support services to teenage parents in the program. The Washington
State Vocational Education Program for Offenders will provide counseling and
support for it's clients who are enrolled in YEP. LULAC will provide par-
ticipants with assistance in completing financial aid applications to colleges,
universities, or vocational colleges.

16-6-2916.13
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B. PROPOSAL RESPONSE q1RM
EMPLOYMENT COMPETE IES RESPONSE

PAGE 15 OF 30

R UMPR N
Is /TT ¶ PO if, IUN "WO A '

2.3.4.(a) Describe each employment competency to be used by the program.
Proposed employment competencies should directly relate to the three categories
established by the P/C: Education, Work Maturity, and Job Specific Skills.
Include in the description the following: 1) Criteria for establishing
competency deficiency and assessment method(s) and/or tool(s) to be used to
document deficiency; 2) Services to be provided to develop competency; 3)
Minimum performance and/or skill level benchmarks to be achieved for competency
attainment or process for establishing minimum performance/skill level bench-
marks- and 4 Method sl_of evaluatin and documentin com etenc attainment.

The Youth Employment Program will provide each participant with the opportunity
to achieve employment competencies in three specific areas: basic educational
skills, work maturity skills, and job specific skills.

Basic Educational Skills Compeloa

Basic educational skills competency will consist of obtaining a GED certificate
or upgrading basic educational skills. During the assessment process, all
applicants will be given a program application, a personal interview, the
Standard Diagnostic Reading Test (SDRT), and the Individual Computational Study
Program (ICSP). Applicants lacking high school completion certification or
testing between the 4th through 8th grade will be enrolled in the Youth
Employment Program school. Applicants who have not completed high school and
score between 6th through 8th grade will be targeted for GED completion. Those
dropouts scoring between 4th through 6th grade, or those graduates who score
below the 8th grade will be targeted for upgrading basic skills. All entering
students will be given the GED pre-test to determine skill level upon entry into
the program.

In cooperation with the Seattle Public Schools, the YEP will instruct students
in GED preparation and upgrading baic skills in math and reading. Since stu-
dents will enroll at various times and with varying levels of education, indivi-
dualized instruction will be provided. Each student will negotiate a learning
contract with the teacher delineating how the educational competency will be
accomplished. Along with the Math, Science, Language Arts, Grammar, and Social
Studies instruction (the five GED subjects), students will be required to par-
ticipate.-in seminars conducted by the teachers on work behavior, career iden-
tification, basic work maturity, and problem solving.

Minimum performance for competency completion will be attainment of a GED cer-
tificate or passing two of the five GED ore-tests (upgrading basic skills) which
were not passed at entry into the program. Documentation will include a signed
certification from the SPS teacher with GED scores for GED completion or a
signed certificate from the SPS teacher which documents by GED pre-test scores
the upgrading of basic skills in two of the five areas and satisfactory atten-
dance and performance.

16-6-2916.15
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B. PROPOSAL RESPONSE FORM PAGE:17'0F. 30
EMPLOYMENT COMPETENCIES RESPONSE

FOR-COMPREHENSIVE EMPLOYMENT PREPARATION PROPTALS ONLY-

2.3.4(a) CONTINUED

Minimum performance for competency completion will be a satisfactory evaluation
from the employer upon completion of'the OJT and subsequent unsubsidized place-
ment with that employer. Documentation will be a signed evaluation from the
employer.

16-6-2916.17
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B. PROPOSAL RESPONSE FnRM PAGE 21 OF 30
JOB SEARCH ANO PLA AENT RESPONSE

2.3.5(b) Iaentify services to be available to participants ana/or employers
following placement. Indicate specific efforts to promote job retention of
narticipants*

Services which will be available following placement include consultation,
troubleshooting, and information and referral. Consultation and troubleshooting
will be provided to help resolve participants' personal problems so they dO not
:Interfere with work; and to help resolve work problems (such as attendance,
relationship with co-workers or supervisor, or work performance). When
appropriate, employers will also be given information on the realities of
training youth. Information and referral will be provided to assist par-
ticipants in securing work permits, health cards, child care, transportation, or
other support services.

Specific efforts to promote job retention of participants include a lesson on
how to keep a job, workshops on communication and negotiation at the work place,
discussion with youth on the importance of making long term commitments to
employers (6 months+), and two-week follow-up appointments with youth to discuss
work progress, attendance, and problem solving. Participants will also be
counseled by the Employment Specialist on the realities of unsubsidized part-
time and full-time jobs. Counseling will include employer and employee expec-
tations, the fact that many jobs are tedious and do not offer instant
advancement and raises, and the importance of keeping'personal problems away
from the work site.

In addition, efforts will be made to maintain employer support and interest by
providing periodic newsletters to inform them of our post-placement services,
inviting employers to career seminars to discuss with youth job qualifications,
skills, and work problems and solutions; encouraging employers to resolve minor
problems before they get worse, and sensitizing employers to the types of par-
ticipant problems which might occur and how to solve them.

16-6-2916.21
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PAGE 23 OF 30

2.3.6(a) As background, briefly describe your organiza ion(s) experience in
providing employment and training services to youth. Include: 1) Funding
sources4-2)._Amount of experience; 3) Qualifications of-operational staff; 4)
Size of annual program; 5) Nature of the program, e.g., services provided; 6)
Outcomes achieved. and 7 Primar geo ra hic service areas.

Outline of Experience in Providing Employment and Training Services to Youth

Program Title.
Nature of
Pro ramr

Fund Source &
Size of Pro ram

Qualification
of Staff Outcomes Achieved

Youth
Employment
Program

1967 to
present

TO provide out-
of-school youth
aged 16-21 with
comprehensive
services includ-
ing educational,
placement and
support services

Fund sources
include 00L,
the Consortium,
and the Private
Industry Council

FY'84 budget is
$425,051.

College edu-
cated, exper-
ienced in ser-
ving youth and
businesses

Will serve 255
participants
between October 83
and June 84; present
placement rate is
79%, cost/place-
ment is $2,234.00

Summer Youth
Employment
Program

1970 to
present

TO provide 8-
week subsidized
employment, la-
bor market ori-
entation, ESL,
OJT, and job
placement to
youth aged 15-21

Fund sources
include private
sector corpora-
tions, the
Consortium, and
the Private
Industry Council

FY'84 budiget is

$982,946

Experienced in
serving youth,
private bus-
inesses, and
community
agencies

.

,

Will serve about
700 youth in 1984.
85% positive ter-
mination expected.

Targeted .

Assistance ..

1982 to
present

To provide pre-
employment ori-
entation, ESL,
OJT, and job
placement td
refugee,youth
aged 16-24

t

Fund sources
include the
Consortium, and
the Private
Industry Council

FY'84 budget is
$45,000

Bilingual in
one or more
Asian langu-
ages, exper-
ienced in
serving youth
and busineses

Will serve 25
in '83; present
placement rate
is 57%.

The primary geographic area served by the above programs is Seattle.

16-6-2916.23

877

934



a. PROPMAL. RESPONSE ;.'11RM PAGE 27 OF 30.
OPERATIONAL/MANAGE Ar PLAN RESPONSE

2.1.6(f) Describe the involvement of private sector employers in the design
and delivery of program services, particularly with regard to achievement of
employment competencies and job placement related serv-iees,

The City.of Seattle Youth Employment Program has developed a Youth Employment
Business. Advisory-Board for private sector employers to provide input on program
services and design. The purpose.of.the board is to promote private sector
involvement, with the Youth Employment Program. Over the past few years the
Youth Employment Program has successfully encouraged many private employers
toward taking a. more active role in the training of youth for employment readi-
ness: The Youth. Employment Business Advisory Board bribgs together 12 members
of the private sector, and the staff of the Youth Employment Program in an
interchange on how program services to participants may be.further utilized.
With this end, it is the goal of the Board to:

Provide a forum for interchange between the business sector and the
Youth Employment Program.

Provide a forumfor private sector employers to discuss their experien-
ces in training and hiring Youth Employment Program participants.

Encourage employers.iothe private sector to take a more active role in
the training of youth for employment readiness.

Facilitate the referral of qualified employees to private sector
employers.

Enable the Youth Employment Program to develop service strategies that
will meet the needs of employers.

The Board meets once a month at a stte selected by board members. Members of
the Board are composed of former and present employers of participants from the
Youth Employment Program. Board meetings are chaired by a staff member from the
program. A committee composed of two business members from the Advisory Board
and one staff member from the Youth Employment Program will draft by-laws for
the Advisory Board during the first quarter of FY'84-85.

Long raoge plans for the advisory board include the design of marketing strate-
gies for the Youth Employment Program, and design of a networking plan which
includes private sector involvement.

16-6-2916.27
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TRAINING AREA: Comprehensive

Maximum funding under this training area is:

payment Point Payment Maximum Units Maximum Funds

1. Enrollment $587 280 $164,360
2. Completion $149 238 $ 35,462
3. Competency:

Education $127 112 $ 14,224
4. Competency:

Work Maturity $127 70 $ 8,890
5. Placement $658 168 $110,544
6. Training_Related $ 18 168 $ 3,024
7. Placement_Wage $ 18 168 $ 3,024
8. Retention $343 118 $ 40.474

T- A L alcula

COST-REIMBURSABLE

Maximum funds available to the Contractor on a cost-reimbursable basis
shall not exceed for the following categories:

Support Services $14,800

OJT Employer Payments $30,000

Vocational Exploration Program Stipends $ 3,000
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INTERVIEW RATING FORM

Item 11 A.

Name of Participant: Position Applying For:

INSTRUCTIONS: During the interview, please rate the participant on a scale of

0 - 10. Make any additional comments.

1. ENTRANCE - Appropriate greeting, called interviewer by name, identified himself/
herself, explained why he/she was there.

Poor Satisfattory Very Good Exceptional

Entrance Entrance Entrance Entrance

0 1 2 3 4 5. 6 7 8 9 10

Comments:

2. APPEARANCE - Dressed'appropriately, clean and neatly groomed, exhibited good
posture, controlled nervousness.

Poor Satisfactory Poised Exceptional

Appearance Appearance Appearance Appearance

0 1 9 3 4 5 6 -7, 8 9 10

Comments:

3. SINCERITY - Showea interest in job, expressed confidence.

Not Seemed A Little Was Very

Sincere Sincere Sincere Sincere

0 1 2 3 4 5 6 7 8 9 10

Comments:

4. KNOWLEDGE OF POSITION

Poor Satisfactory Very Good Exceptional

0 1 2 3 4 5 6 7 8 9 10

Comments:

5. SKILLS - Sold himself/herself, and hiS/her interests and abilities.

Poor Sw:fsCactor7 Vorv (Mod Exceptional

1 4 5 b 7 8 9 10

Comrents:
883939



LuMMUNlLAIlON - hxpressed posicive attitude during tne interview, maintained
good eye contact, listened attentively.

P.or SatiSfactorv Very Good Exceptional
1 2 3 4 5 6 7 8 9 10

Ilments:

7. ANSWERING QUESTIONS - Spoke clearly, answered questions completely, used
proper English, avoided discussing personal topics.

Poor Satisfactory Very Good Exceptional
0 1 2 3 4 5 6 7 8 9 10

Comments:

8. ASKING QUESTIONS

:0 Not Asked Inappropriate Asked Good .Asked Very
,uestions Questions Questions Good Questions
0 1 2 3 4 .5 6 7 8 9 10

Comments:

.dditional Comments:

884

940



Item 11 B.
:LppLicants Name

INTERVIEW RATING SHEET

Put a check in the box that shows how you think

A. Appearance

1. Was the applicant neat and clean?
2. Was the applicant dressed appropriately?
3. pld the applicant seem friendly and

interested?

B. Behavior

1. Did the applicant
use the right wor

2. Did the applicant
3. Did the applicant
4. Did the applicant

under control?
5. Did the applicant

shake hands, on s

speak clearly and
ds?
listen carefully?
have good eye contact?
keep hands and feet

sit down, stand up,
chedüle?

C. Attitude and Personality

1. Did
2. Did
3. Did
4. Was
5. Was

the applicant
the applicant
the applicant
the applicant
the applicant

D. Sales Pitch

1. Did the applicant
2. Did the applicant

experience?
3. Did the applicant
4. Did the applicant
5. Did the applicant

the applicant rated

have a positive attitude?
seem interested in working?
seem easy to get along with?
someone I'd like to work with?
polite and respectful?

No SoSo Yes Wow

No SoSo Yes Wow

No SoSo Yes Wow

No SoSo Yes Wow

answer the questions well?
clearly explain strengths and

deal well withhis/her weakness?
ask good questions?
seem prepared for the interviewi

Total.boxes checked:

multiplied by: xl x2- x3 x4

Add Totals:

Total number of points:

Mark the score on the scale below:

0 20 30 40 50 60 70

Hire Only MaybeInForget the A Top Definitely
it!

[
In An Next Running Contender Hired

Emergency Time

885
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Student

Item 11 C.

JOB SKILLS
":Participate Effectively in a Job Interview"

PERFORMANCE TEST

Instructor

DIRECTIONS:

Date of Evaluation

Performance Attempt 1 2 3 4

The purpose of this performance test is to determine if
you are able to participate effectively in a job interview.
To master this competency, you must demonstrate proficieney
in 8 out of 10 points (80%) on the performance checklist.
All critical items (*) must be marked "yes" for mastery.

You will be interviewed for a job. (The interview will
be conducted by a person responsible for hiring in a
business or government agency.)

JOB SKILLS
"Participate Effectively In a Job Interview"

PERFORMANCE TEST CHECKLIST

Critical
Items Items tO Be Observed

Points
Yes No

1.

2.

3.

Demonstrate proper dress and grooming.

Give your resume to the interviewer.

Explain why you want the job.

*1

1

*1

0

0

0

* 4. Explain why you are suited for the job. *1 0

5. Explain your career goals. 1 0

6. Deseribe your educational background. 1 0

7. Demonstrate good eye contact. 1 0

8. Use firm, pleasant tone of voice. 1 0

9. Control hands, legs and facial movements. 1 0

* 10. Answer questions truthfully and dlreelly. *1 0

Total Points Possible = 10 PERFORMANCE SCORE TOTAL

POIntS Needed for Maatery 8
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Item 11 D.

JOB SEEKING INTERVIEW FORM 8-4

A. INTENT OF SUBSTANCE AND FORM:

1. Purpose of BenchmArk: to assure that participants are acquainted with the
methods and processes for enhancing employment opportunities through the
ability to effectively communicate and relay relevant information in a job-
seeking interview.

2. Design of Form: to provide the assessor with a 80: of standard assessment
criteria which can be utilized to determine the extent to which partici-
pants has mastered the specific skills related to this set of behaviors.

B. ASSESSMENT PROCESS:

1. Curriculum Prerequisites: appropriate elements in core curriculum units II
VI

/
4ncg EC.

2. When Assessed: following the completion of delivery of appropriate con:.
curriculum elements in unit rx.

3. Assessor: a trained assessor other than the counselor/coordinator to whom the
participant is assigned, and other than the individual serving in the role
of interviewer.

4. Bow Assessed: by comparison of the individual standard c2:iteria items in Form
B-4 to the behaviors deMonstrated by the participant in a simulated job-
seeking interviewing situation where the participant assumes the role of
the interviewee.

5. Where Assessed: in formal simulation setting at the program site in a loca-
tion isolated from other participants and program activities.

C. RECORDING PROCEDURE:

1. Bow to Record: according to definitions in the "User's Guide" for Form 8-4,
place the number corresponding to the appropriate descriptor of the ob-
served behaviors (i.e., 1 = non-descriptive, 2 = somewhat descriptive, 3 =
descriptive) in the box in the rating column corresponding to the respec-
tive standard assessment item.

2. When to Record: the rating of each standard assessment criteria item should
occur immediately following the observation of the behavior on items of a
singular episodic nature (e.g., "introduced self by name", "exited inter-
view in a friendly manner"), and at the conclusion of the interview on
items relating to cumulative or re-occuring episodes (e.g., "asked open-
ended questions", "avoided annoying mannerisms"). Every effort should be
made to rate behaviors as they are observed, and under no circumstances
should the assessor exit the interview setting or begin another interview
prior to the completion of the assessment form.
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JOB SEEXING INTERVM

. FORM TRANSMITTAL:

FORM B-4

1. Who Gets Copies: Upon the completion of the assessment, the B-4 form origi-
nal and two (2) copies will be returned to the Master.Form Recording Clerk.
The original will be f -rded t SLU/CUP and one (1) copy will be placed
in the "B-4" folder f 1 component. The other copy will be placed in
the participants' in, I_ file folder:-

Completeness Check: the asessor completing the form is responsible for
assuring the completeness fo thia form. MISSING DATA ARE NOT ALLOWED. In.

addition to the participant data at the top of the.form, each item must be
marked "1", "2' or "3", or have an asterisk (*) indicating a note at the
bottom of the form explaining the absence of a rating (e.g., "never
attempted" or "never observed").

3. When Transmitted: the original and two (2) copies of Form B-4 must be de-
livered to the Master Form Recording Clerk immediately following the com-
pletion of the interviews sessions scheduled for a single day. When the
interview schedule for a component requires more than one day for comple-
tion, the forms should not be held from day to day pending the completion
of all interviews for the component.

E. SCORING PROCEDURES:

1. Who Scores: calculation of the score for Form B-4 will be accomplished by the
Master Form Recording Clerk.

2. How to Score: the ratings for each item (i.e., "1", "2", "3") should be
totaled to obtain the score. The score must be equal to or greater than
51 to be benchmarked for form B-4. (51 represents the minimum possible
score to have completed 80% of the maximum score of 63.) If the score is
51 or greater, the scoring box in the lower, right-hand column is checked.

3. Minimum Score: the minimum acceptable score for successful completion of Form
B-4 is 51.

4. Transfer to Master Form: once the scoring is concluded, the Master Form
Recording Clerk will check (.0) either "yes", "no", or "never attempted"
under the "Benchmark Achieved" column of the Form B-4 line of the "Master
Benchmark Acquisition Form".
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?ARTICIPANT SITE COMPONENT

I

,DATE PARTICIPANT'S COUNSELOR RATER

1INSTRUCTIONS: PLACE APPROPRIATE NUMBER /N RATING COLUMN

1 = Non-Descriptive, 2 = Somewhat Descriptive, 3 Descriptive

I

RATING CRITERIA RATING

. Was on time

i

i 2. Was weli_groomed
I

' 3. Was appropriately dressed

L4. Began interview with friendly greeting

5. Responds appropriately to direction from interviewer

I

. 6. Resnonses to interviewer weze not emotionally charged

I

7. Responses were unbiased

I

8. Responses weze not close-ended
I

I 9. Stated relevant qualifications or experience
I

O.
Gave two or more relevant facts about self

Iv

Avoided mentiorAng personal weaknesses, or making negative statements..11.

I

12. Asked appropriate and relevant questions about the lob

,L.3. Asked appropriate and relevant questions about the company

!

/".4. Asked appropriate and relevant questions about the benefits

115. Asked appropriate and relevant questions about the working conditions
,

16. Speaking and listening time was appronriately distributed
Expressed interest in the jbb by asking permission to call back about
interviewer's decision and by recordina name of the interviewer

i118. Did not use slang or street expressions during the interview

1

; 1 . Maintained ood eve contact with the interviewer
I

120. Avoided annoying mannerisms

121. Exited interview in friendly manner by thanking interviewer

CHECK IF TOTAL SCORE IS 51 OR GREATER El TOTAL

SLU/CUP VEDP FORM D-4
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. .

HOCK .70B-SEEXING INTERVIEW
USER'S GUIDE
FORH B-4

ITEM
NO. ITEM INFORMATION AND/OR INSTRUCTIONS

1 Participant arrived at interview at specified time.

Participant is clean and neat in appearance.

3 Clothes are neat, clean, non-wrinkled and compatible with traditional world
of ',./ork dress.

4 Participant said "Hello", introduced self by using first and last names, and
shook hands with the interviewer in the traditional world of work manner as
described in the Core Curriculum.

5 Participant responds to interviewer's directions by initiating action which
corresponds to direction.

Example: Participant sits down when interviewer so directs.

6 Participant's responses did not contain strong subjective feelings, i.e.,
joy, sorrow, reverence, hate, love, sex stereotypes, political ,or ethnic
orientations.

Example of Inappropriate Response: "I know I would really be good At
this job because I love children and they give me so much
joy, and I don't have much joy in my life."

7 Participant's responses were factual and did not support preconceived iAeas.
Example: Biased: "I'm sure I can grow roses because people tell me i

have a green thumb."
Unbiased: "I've had four years of experience aalaa_ngs.p."

Responses initiated by participant encourage continuation of the conversa-
tion by the participant asking follow-up questions:

Example: Question: "Do you have experience in invoicing?"
Open Response: "At my last job I prepared invoicers for the

products shipped. Would I have similar responsibil-
ities-at this job?"

Closed Response: "Yes."

9 The participant stated qualifications and/or experience
fically to the job for which the_participant is applying.

The participant stated to the interviewer at least two
that relate to the participant in the world of work.

The participant does not reflect personal perceptions
Examples: Does Reflect: "I haven't worked much

don't know how it would
Doesn't Reflect: "I've had a little experience

people but I'm eager to

that relates speci-

(2) important facts

of inabilities.
witt people, so I
turn out."

dealing with
try my best."

to the job for

,

10

12 Participant asked at least two (2) questions that relate
which the participant is applying.
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MOCK JOB-SEEKING.INTERVIEW

USRR'S GUIDS
FORM B-4

ITEM

NO. ITEM INFORMATION AND/OR INSTRUCTIONS

13 Participant asked at least two (2) questions that relate to the company to
which_application is being mcide.

.....--_-__

14 Participant asked at least two (2) quest-A...m-1s relating
fits at the company to which the participant ia_sulylag.

to.the employee bene-

to the working
applyinq.

15 Participant asked at least two (2) questiuni which relate
conditions at the company to which the Participant is

16 Responses to questions are open-ended and participant asked follow-up
questions of the interviewer.

Example: Interviewer: "What experience do you have in working in a
warehouse?"

Participantl "I worked in a warehouse for fourteen months.
I drove a forklift. Would I be responsible for
the same duties on this job?"

17 Participant asked interviewer's permission to call back regarding the inter-
viewer's decision.

18 The participant at no time utilized non-standard vocabulary Aisting of
typically arbitrary and often ephemeral coinages and figures of speech.

Example: "Hey, man. How many bucks do you pay on this job?"

19 The participant did not stare but periodically looked interiewer in the
eyes (i.e., in the general direction of the interviewer's head).

20 Participant did not exaggerate an effective style or habit by gesticulating
during the interview.

Examples: biting finger nails, ,:catchiag head, clicking teeth,
whistlin., etc.

21 The participant expressed appreciation to the interviewer, shook hands, and
said "Good-bye."
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Item 11 E.

ilow to Administer the Unit

Purpose

Personal Finances was developed to: (1)
increase student awareness of the impor-
tance of good money management, and
(2) provide students with learning activi-
ties for practicing the skills needed to be-
come proficient in managing their finan-
cial affairs (banking, paying taxes, borrow-
ing, buying, saving, and budgeting).

Major Concepts
to Be Developed

Since the following primary concepts go
beyond a statement of the unit objectives
to form a conceptual framework for the
unit, you may wish to discuss and develop
them with the class.

A person's financial situation can af-
fect his/her success on the job. A
worker who is concerned about bills
or harassed by creditors can't con-
centrate on the job. In addition to
calling the employee at work, credi-
tors may contact the employer, caus-
ing embarrassment to the employee.
Other consequences of a poor finan-
cial picture are losing money, time, or
even a job, and being taken to court.
All workers need certain basic mathe-
matical skills and the ability to read
and understand forms and contracts
so that they can manage their person-
al fint:- v.:es. Lack of these skills can
be very costly over a lifetime.
A budget is a realistic plan for relat-
ing spending to income. Since spend-
ing must not exceed income, an im-
portant first step in developing a bud-
get is keeping a record of ex-
penditures.

A good budget reflects a person's
priorities based on hislher discrim-
ination between needs and wants. A
budget helps the person use his/her
money for those things s(he) feels
will provide the greatest satisfaction
and return.
Buying on credit is convenie hti;' it
can be risky. Great m.e
taken to avoid owing too
money at any one time. A frit ;); Il
payments can add up to a amaunt
that is too large to pay.
Some ways of borrowing money or
buying on credit are cheaper than
others. Knowing the difference can
save money.
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List of Student Objectives

The following list of student objectives
(descriptions of intended learning out-
comes of the unit) also appears in the
front of the student booklet. It is included
there to let the student know exactly what
s(he) is expected to be able to do after
completing the unit. It can also be used as
a table of contents for the booklet and as
a checklist for keeping track of the stu-
dent's progress as s(h) works through
the booklet.

This list gives the objectives in a short
form for convenient reference. There are
two kinds of objectives: performance ob-
jectives and krowledge objectives.
Further explanati , of the objectives, in-
cluding standards of performance, can be
found in this guide under Unit Test An-
swer Key (for the knowledge objectives)
and Performance Test Answer Key (for the
performance objectives).

..
Do.- it!

1. List three paycheck deductions.

2. Identify four fringe benefits.

3. List three services that taxes pay for.

4. Fill out a federal income tax form.

5. List five smart shopping rules.

6. List four dangers of buying on credit.

7. List three results of not making credit
payments on time.

8. List three reasons for keeping a
budget.

9. Balance a personal budget.

10_ Identify five tYpes of insurance.

11. Identify high and low interest loan
sources.

12. List three benefits of keeping a sav
-Ad ings account.Doiti )

13. Fill out a deposit slip.

Do it! 14. Write a check.

°I 15. Balance a checkbook.
Do it! )

Performance Objectives are

marked Do it! )
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Content Outline

I. Collecting Your Pay
A.Deductions

1. Federal income tax
2. FICA (Social Security)
3. Insurance
4. Union dues
5. Retirement plan

B.Fringe benefits
1. Time off with pay

a. vacations
b. holidays
c. sick pay

2. Insurance plans
a. health
b. life

3. Benefits required by law
a. Social Security
b. workmen's compensation
c. unemployment compensation

4. Other benefits
a. retirement plann
b. on-site medical programs
c. bonuses
d. profit-sharilg plans
e. disability benefits
f. education and advancement

benefits
g. recreational bene;its
h. credit unions

II. Paying Taxes
A. BeneNs
B.Filing federal income tax

III. Learning Good Buying Practices
A.Guidelines

1. Think ahead.
2. Buy only what you need and will

use.
3. Compare prices.
4. Compare quality.
5. Compare quantity.
6. Wait for sales.
7. Buy items v. g, ,ees.
8. Avoid credit buying.

B.Dangers of buying on credit
1. Credit costs money.

2. Credit discourages shopping
around.

3. Credit makes it hard to control
spending.

4. You will get into trouble if you
don't pay your bills.

IV. Paying Bills on Time
A. Importance of paying on time
B.Consequences of not making

credit payments
1. Lose the item you purchased
2. Lose some or all of the money

paid in
3. Get a bad credit rating
4. Have to pay a late charge
5. Be taken to court

V. Planning a Personal Budget
A. Reasons for having a budget

1. To show you where you spend
your money

2. To nelp you plan how to live on
your pay

3. To give you records for use in fill-
ing out tax forms

4. To help you save for unexpected
expenses

5. To help you plan for large pur-
chases without borrowing

B. Developing a budget
1. What a budget does
2. Discovering present spending

habits
3. Deciding where you want your

money to go in the future
4. Planning your budget to get the

most for your money
5. Using a budget worksheet

VI. Finding Out about Insurance
A.Types of insurance

1. Life
2. Health
3. Homeowner's
4. Automobile

a. liability
b. collision
c. comprehensive
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B.Advantages of insurance
1. Compensation for loss of property
2. Help in paying medical bills
3. Benefits for survivors in case of

death

VII. Borrowing Money
A.Places with low interest rates

1. Banks
2. Credit unions
3. Borrowing on life insurance

policies
B.Places with high interest rates

1. Loan companies
2. Mail order loans
3. Pawnshops

C.Borrowing from friends (no in-
terest)

VIII. Opening a Savings Account
&Advantages

1. Makes interest money for you
2. Helps you save for the future
3. Keeps your money safe
4. Shows others you are careful with

money
B.Filling out a deposit slip

IX, Checking Accounts
A.Keeping records of checks and

deposits
B.Writing a check
C.Balancing a checkbook
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Special Notes on
Handling Student Activities

Some of the performance objectives re-
quire students to perform basic mathe-
matical operations, including addition,
subtraction, multiplication, and computa-
tion of percent. A review of these mathe-
matical processes may be necessary to
prepare your students to perform the
required tasks:

filling out an income tax form (Objec-
tive 4)
balancing a personal budget (Objec-
tive 9)
filling out a deposit slip (Objective 13)
balancing a checkbook (Objective 15)

The income tw: ;motion in particular may
cause difficult:.. tor those students who
cannot do certain mathematical opera-
tions, such as calculating percentage.
Emphasize to these students that they
need not be discouraged when they have
trouble filling out the back of the tax form;
they can choose to have the IRS figure
tneir tax for them. To do this, they need
only follow the directions in the govern-
ment instruction booklet and fill out the
first half of the form. You may wish to en-
courage some of your students to do this,
and give them practice in filling .out the
form that way.

The appendixes of this instructor's guide
include data sheets on each person dis-
cussed in the income tax section cf the
student booklet. You can reproduce these
sheets and distribute them to your class
along with blank income tax forms. Or you
can develop your own income tax prob-
lems using the sheets as a guide. Answer
sheets (completed forms) can also be
found in the appendixes.

When introducing the objectives on in-
come tax and balancing a checkbook, it is
a good idea to emphasize the need for de-
veloping general skills in reading and fol-

lowinq instructions, rather than stressing
tlie mastery of a particular form, which
may changc from year to yedr or from one
bank to another. A classroom display of
checKbook balencing (reconciliation)
forms obtained from various local banks
can effectively illustrate this point.

Because of the detailed, technical nature
of these objectives, all students will need
close supervision and frequent teacher-
student interaction. For this reason, sev-
eral activities in the student booklet re-
quire the students to have their work
checked by the instructor. Answer keys
for the income tax activity and the budget
activity have been provided in this guide
(see Appendix 1). Students who go
through the booklet without developing a
full understanding of the concepts may
experience confusion and frustration
when they first encounter an activity or
performane test for which answers are
not provided. Field-test evaluation has
shown that if the instructor works closely
with the student early in this process,
such problems can be avoided.

Objective 9 relates to developing a bud-
get. In the booklet, the student simply
changes a budget to allow for savings.
You may wish to expand on that objective
by having the students develop actual
budgets for themselves. For this purpose,
a blank budget workshe-t is provided at
the back of the student booklet.

A good way to begin Personal Finances is
to discuss the relationship between in-
come and expenses and the need to plan
spending. Students can be encouraged to
keep their own daily or weekly record of
personal spending, which will prepare
them for Objective 9. By the time they are
ready to develop their own budgets, they
will have some valuable information about
their spending habits.
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How to Enrich the Unit

The discussion questions, activities, and
resources included on these pages can be
used to Introduce the unit or Individual
objectives, supplement Instruction, or
provide topics for further exploration for
advanced students.

Discussion Questions

1. For those who work or have worked:
When you received your first pay-
check, was your take-home pay less
than you had expected? What hap-
pened to the money?

2. What is the biggest deduction from
most salaries?

3. What do you think will happen if you
don't pay your taxes? Can you refuse
to pay taxes?

4. Have you ever filed an income tax re-
turn? If you have a part-time job and
withholding tax is taken out, must you
file to get it back?

5. What agencies are there in your com-
munity that will help you fill out your
income tax return? Which ones pro-
vide this service free?

6. How do you feel about taxes? Should
tc ,es be cut? If so, the government
must cut or reduce some of its ser-
vices. Which services should be cut or
reduced?

7. When you charge a purchase on your
credit card, the store must pay the
credit card company a certain percent-
age of the amount of the purchase.
Discuss how the use of credit cards af-
fects the store's prices.

8. Have you ever bought anything on
credit? If so, what kind of credit did
you use?

9. What kind of information does the
local credit bureau have about you or
your family? Who has access to this
information? How is the information
kept up-to-date? If you are turned
down for credit, can you find out why?
How?

10. Do you use a budget? Why or why not?
Do you know anyone else who uses a
budget? How well does it work?
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11. If you write down all the money that
you make in a month and subtract your
regular monthly bills, would you know
how much money you have left over
each month? Why not? Where would
the rest of the money go?

12. Give an example of someone who was
sorry s(he) didn't have insurance.

13. What is meant by "deductible" insur-
ance? Why is '1100 deductible" insur-
ance cheaper than "$50 deductible"
insurance?

14. Do you know anyone who has bor-
rowed money from a source other than
a friend or relative? How much interest
did s(he) have to pay?

15. What is a consolidation loan? Does a
consolidation loan really help you pay
your bills and get out of debt?

16. Do you believe in saving money or
spending money? Can you afford to
save? Can you afford not to save?

17. Do you have any money saved? If so,
why? How? What percent interest do
you earn? How much should a part-
time student worker save?

18. What is meant by "garnishment"?
What restrictions, if any, should therc.;
be on garnishment of wages? What are
your state's laws on garnishment?

19. If a person or a family in your com-
munity gets into financial trouble,
where r they get help? Is there a
money management counseling ser-
vice in your community? Who can use
it? How much does it cost?
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Additional Activities

Objectivo(s) Activity Timo
VINIIII110WAY.MMISMIMMINIM..Wilal

1. Paycheck deduc Analyze a paycheck. one class period
tions

2. Fringe benefits Compare the benefits of different Jobs. one class period

4. Income tax invite IRS instructors to speak. one class period

Visit the IRS. outside Cless

5. Shopping Compare prices, outside class

6.7. Credit buying invite speakers. one class period

Compare the cost of credit buying and outside class
cash buying.

Study contracts. one class period

9. Budget Make a vacation oudget.

Figure living costs.

Make a family budget.

one class period

one class period

outside class

Keep financial records. outside class

10. Insurance Estimate worth of personal property. outside class

11. Loans Compare interest rates.

Analyze advertisements.
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Materials Procedure

transparency of paycheck
voucher

Show the transparency. Discuss: (1) required deductions, (2) percent
of check for each deduction, (3) difference between net and gross,
and (4) vocatiulary.

Job information Lead a discussion on the financial advantages and disadvantages of
different jobs. What fringe benefits are offered?

The IRS has special instructional personnel who will teach your class
how to fill out tax forms. They provide visuals as well.

Students can visit and/or write the IRS to get free materials and tax
information.

shopping list for a family of
four for one week

Make up a sample shopping list, then send students to different
supermarkets to find and write down the prices. Compare results in
class. A variation of this would be to have them price a car or major
appliance.

irmation on credit plans

sample credit contracts

Invite speakers from bank:, credit unions, savings and loans, crecht
departments, etc. Discuss credit bureaus, credit ratings, and credit
assistance.

Compare the cash cost of an object with the cost if financed.

Have students read and discuss sample credit contracts. Explain
what each contract says.

blank budget forms from
student booklet

blank budget forms

blank budget forms

blank budget forms

Have each student plan a budget for a vacation trip.

Have students figure how much it costs their parents to support
them.

Divide the class into couples and have them work out a budget for
their "family." Have them find out what it costs to set up housekeep-
ing (including deposits on utilities, phone, etc.).

Have students estimate their expenses and then keep records of all
their expenses for one week. Group expenses by budget categories
and compare expenses to thoir estimated expenses.

Have students compile a list of all their personal property (clothes,
radios, bicycles, collections, etc.) and estimate each item's worth and
how much they would lose if their property was lost, stolen, or
destroyed.

interest rate information Compare interest rates for savings accounts and loans at different fi-
nancial institutions.

sample ads Ask students to bring in samples of misleading aos for credit or
loans. Discuss.
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Objectivoqs% Activity Time

o2-15. Banking Take a bank field trip, one class period

All objectives Role-play a customer. one class period

Learn about car expenses. outside class

Is it better to rent or buy? outside class

Listen to songs about money. outside class

Make a vocabulary card game. one class period
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Materials Procedure

Visit local financial institutions. Have students make reports on the
different interest rates and checking account fees.

One student role-plays a customer, another portrays the banker, in.
surance agent, tax official, or credit manager who must explain
his/her company's policy to the customer.

Ask the students to find out how much it costs to own a car, including
insurance, gas, upkeep, etc. Compare premiums and coverage from
various insurance companies. Compare large and small cars. Also,
find out the credit charges.

Given a goal such as a house, boat, or car, have each student decide
whether it is cheaper to rent or buy it.

song lyrics and records Have the students find songs about money and then write a musical
skit based on the songs.

blank 3" x 5" cards Make a matched set of related vocabulary words and definitions. Deal
four or six to each player. Players discard and draw until one has a
matched set of words and definitions.
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Resources

This section describes a few of the many
materials available for teaching employa-
bility skills. A more complete list of
resources may be found in A Guide to Em-
ployability Skills Materials (1975), pub-
lished by the Florida Department of
Education and distributed by district vo-
cational education and career education
directors. However, neither of these pub-
lications can list all existing materials on
the subject. Some excellent resources
have undoubtedly been missed, and new
ones are constantly becoming available.
Inclusion of materials in this list iL, not to
be considered an endorsement of a pro-
duct, producer, or approach by the Career
Education Center, Florida State Univer-
sity, or the Florida Department of Educa-
tion.

The annotations are grouped by media,
and include the name of the publisher or
source, a brief description, and the price
and date of publication whenever this in-
formation was available. The materials are
suitable for secondary school students
unless otherwise indicated. Materials
marked with a have been designated by
the publisher as being suitable for stu-
dents with lower reading level, learning
disabilities, or low motivation. Spanish
availability is marked with a 0.

This listing provides information for buy-
ing or renting specific materials. It also
includes a special section on free or inex-
pensive materials. However, you can prob-
ably borrow many employability skills ma-
terials. Check with your school media
center, your guidance counselor, your co-
operative program coordinator, and with
other faculty members in vocational and
academic departments. Occupational
specialists or placement and follow-up of-
fices may have materials or know where
they can be found. District career educa-
tion directors sometimes have collections

of materials, and the district media center
often stocks films and other resources.
The Florida State Employment Service is
another good source.

Human resources should not be over-
looked. Governmental agencies, employ-
ment services, and personnel directors
can often provide speakers as well as
materials.

Free and Inexpensive Materials

Some materials are available at low cost
from various agencies and businesses.
Here's a short list to get you started.

Consumer Information (1976)
Consumer Information Center
Pueblo, CO 81009
Audience: all consumers
Purchade price: free.

This is an index, of selected federal pub-
lications of consumer interest, including
information on budgeting, finance, insur-
ance, and taxes.

Consumer Facts Leaflets (1974, 1975,
1976)
CUNA Cooperative Supply
Post Office Box 431
Madison, WI 53701
Purchase price: sample kit free.

This kit contains activities on credit,
money management, and other related
areas.

Credit Cards: Thirty Days to Reality (1970)
Department of Agriculture Publications
University of Connecticut
storrs, CT 06268
Purchase price: $.15.
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A Guide to Employability Skills Materials
(1975)
Career Education Center
Florida State University
415 North Monroe Street
Tallahassee, FL 32306

Just Married (1967)
Follett Educational Corporation
1010 West Washington Boulevard
Chicago,'IL 60607
Purchase price: $.69.

This lc a workbook of budget exercises.

Making the Most of Your Money (1971)
Educational Division
Institute Life Insurance
277 Park Avenue
New York, NY 10017
Purchase price: free to educators.

This classroom unit focuses on money
management.

Social Security Information for Young
Families (1975)
Superintendent of Documents
U.S. Government Printing Office
Washington, DC 20402
Purchase price: $.15,

Suggested Guidelines for Consumer Edu-
cation, Kindergarten through Twelfth
Grade (1974)
Superintendent of Documents
U.S. Government Printing Office
Washington, DC 20402
Purchase price: $1.05, 58 pp.

Taxpayer's Almanac (Annual)
State Comptroller's Office
340 Carlton'Building
7allahassee, FL 32304
Audience: students and others new to
Florida's tax system
Purchase price: up to 20 copies ree, 6
cents each for over 20 copies.

This booklet is a basic introduction to
taxes in Florida.
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A Teacher's Guide to Credit Unions (1967)
CUNA Cooperative Supply
Post Office Box 431
Madison, WI 53701
Purchase price: $.65.

Understanding Taxes Program (yearly)
Internal Revenue Service
(ATTN: Understanding Taxes Coordinator)
P.O. Box 35045
Jacksonville, FL 32202
Purchase price: tree.

Principals or teachers can use Form 1742 to
request, by November 1 of each year, the
following free materials to be delivered in
January: Understanding TaxesGeneral
Edition (student text, newspaper format);
Teacher's Guide (teaching materials, in-
structional objectives, sample lesson plans,
questions, tax forms, blowups of tax forms);
and Understanding Taxes Farm Sup-
plement. Each school ordering the above
materials will also be sent copies of Your
Federal Income Tax, a comprehensive IRS
reference on tax return preparation. In
addition, two supplementa:y color
videotapes or 16 mm movies are available
from the Understanding Taxes Coordinator:
Money Talks, a brief history cf taxation, and
What Happened to My Paycheck?

Using Our Credit Intelligently (1967)
National Foundation for Consumer
Credit, Incorporated
1818 H Street NW
Washington, DC 20006
Purchase price: $.85, single cf.)py free.

Your Social Security (1975)
Superintendent of Documents
U.S. Government Printing Office
Washington, DC 20402
Purchase price: $.35.
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Youth Film Library
Florida Credit Union League
2821 West Pensacola Street
Tallahassee, FL 22304
Rental price: no charge except return
postage.

Titles In this 16 mm color film series in-
clude: Using Money Wisely (18 min.), Your
Credit Is Good (15 min.), The Money Tree
(20 min.), You'll Earn It (24 min.), Buying
with a Twisted Arm (13 min.), and Why Do
You Buy? (10 min.).

Filmstrips

Getting Your Money's Worth (1974)
Society for Visual Education (SVE)
1345 Diversey Parkway
Chicago, IL 60614
Grades 7-Adult
Purchase price: $63.50 (6 Us, 3 cassettes,
1 teacher's guide)color, approx. 17 min.
each.

Titles in this six-filmstrip series include:
Why You Need Consumer Know-How,
Blueprint for Money Management, Buyog
Wisely, Making Credit Work for You, Sav-
ing to Reach Your Goals, Let the Buyer
Beware.

The Paycheck Puzzle (1974)
Guidance Associates
757 Third Avenue
New York, NY 10017
Grades 9-Adult
Purchase price: $48.50 (2 Us, 2 cassettes
or 2 records, 1 discussion guide)color,
approN. 10 min. each.

This humorous case study helps students
retain key facts about payroll deductions
and employee benefits. It increases confi-
dence by building a base of inforrnation.

Cassettes

E] World of Work I: On the Job (1969)
Educational Design, Incorporated
47 West 13th Street
New York, NY 10011
Grades 6-12
Purchase price: $7'..9.50.

This is a research-based set of 14 lesson
cassettes and 6 discussion cassettes.
Each cassette is a self-contained unit that
can be used separately or with others in
the group. Topics of the cassette group-
ings incIude: New on the Job, Dealing
with Supervisors, The Rules of the Game,
Moving Up or Out.

Games

Consumer (1969)
The Bobbs-Merrill Company
4300 West 62nd Street
Indianapolis, IN 46268
Grades 6-Adult
Purchase price: $30.

Suitable for consumer education, this
game teaches students how to calculate
true interest rates, how to negotic.'...) con-
tracts with credit managers, and how to
cope with problems of budgeting and buy-
ing. It simulates the economic life of an
everyday individual and is constructed for
play over a number of class periods.

FLIP (Family Life income Patterns) (171)
Instructional Simulations, !ncorporated
2147 University Avenue
St. Paut, MN 55114
Grades 7-Adult
Purchase price: $45.

Students cooperate as family members in
planning, budgeting, purchasing, and
using credit.
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Job Scene (1976)
Career Education Center
Florida State University
415 North Monroe Street
Tallahassee, FL 32306
Grades 7-12

This game Involves good work habits and
Interpersonal relations as well as consum-
er skills in simulation of real-lap job and
money situations.

Payday (1 (:75)
Parker Brythers, Incorporated
190 Bridge Street
Salem, MA 01970
Purchase price: $6.50.

Kits

Classroom Money Management Kit
CUNA Mutual Insurance Society
Policyowner Relations Department
Post Office Box 391
Madison, WI 53701
Purchase price: $9.95 (Managing Your
Money game, money management r_!alen-
dars, teacher's guide, magazine, insur-
ance . reprints, Personal Finance Educa-
tion. Guide, 4 cassettes). Managing Your
Money game alone: $2.50.

Modern Consumer Education (1974)
Grolier Educational Corporation
Attention: Robert Hall, General Manager
Instructional Systems Division
845 Third Avenue
New York, NY 10022
Grades 7-Adult
Purchase pri,.;e: $260.

This is a complete, basic course in con-
sumer education. The topics covered in-
clude the basic consumer areas as well as
c,onsumer problems in law and health.
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Money Management ( i 970)
Changing Times Education Service
1729 H Street NW
Washington, DC 20006
Grades 7 12
Purchase price: $59.50.

This multimedia resource kit for teaching
consumer education contains units on
borrowing, budgeting, earning, saving,
and spending.

Print

FormS in Your Future (1973)
Globe Book Company
175 Fifth Avenue
New York, NY 10010
Grades 6-12
Purchase price: $2.40.

This workbook provides practice in filling
out forms of all kinds, including tax forms,
credit applications, etc.

Getting Ready for Payday (1963)
Getting and Holding a 4ob (1966)
Frank E. Richards Publishing Company.
Post Office Box 370
Liverpool, NY 13088

Getting Ready consists of three books:
Checking Accounts, Saving Accou:?ts,
and Planning Ahead. Getting and Holding
is a workbook text that includes topics
such as Social Security, payroll deduc .
tions, and unions.

Life Today (1970)
Mafex Associates, Incorporated
111 Barron Avenue
Johnstown, PA 15906
Purchase price: $2.95 each, 10 for $29.

This book on psychosocial development
for teenners and young adults covers
many aspects of daily life, including hon-
esty, insurance, contracts, taxes, and
much more.
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Mathematics for the Worker (1969)
Mathematics for Employment, Parts I & II
(1970)
Mathematics for Everyday Living (1970)
Mafex Associates, Incorporated
111 Barron Avenue
Johnstown, PA 15906
Purchase price: $2.50 (student text); $3.75
(teacher's manual).

Part I covers basic arithmetic and in-
cludes tections on sales tax and the value
of monoy. Part II applies this kriowledge
to working in a restaurant, a department
store, and a laundry. Everyday Living
includes materials on sales tax, sayings
accounts, checking accounts, and math
needed for restaurant work. Worker
covers money management and the use of
mathematics on the job in a gas station
and a restaurant.

Money Makes Sense (1972)
Fearon Publishers, Incorporated
6 Davis Drive
Belmont, CA 94002
Audience: educable mentally retarded
and slow learners
Purchase price: $3; teacher guide, free.

Succeeding In the World of Work (1975)
McKnight Publishing Company
Post Office Box 2854
Bloomington, IL 61701
Grades 9-12
Purchase price: $6.99 (hardbound text-
book); $1.98 (workbook).

This set provides a general preparation for
adult life in the world of work. It assists in
setting life and career goals and in under-
standing one's self and the American
economy. Included are such topics as en-
tering the world of work, you and work,
job choices and opportunities, applying
for a job, and money management. The
workbook may be used Independently of
the text.

Using Dollars and Sense (1972)
Fearon Publishers, Incorporated
6 Davis Drive
Belmont, CA 94002
Audience: educable mentally retarded
Rnd slow learners
Purchase price: $4; teacher guide, free.

This workbook covers coin recognition,
use of money, counting, making change,
subtraction, multiplication, and division.

This workbook text introduces American
money and its history, covering coin Using Money Series (1973)
recognition, value of coins, use of money, Frank E Richards Publishing Company
counting, and addition. Post Office Box 370

Liverpool, NY 13088
Audience: students with learning dis-
abilities and tow reading level; basic adult
Purchase price: $1.75/workbook.

This series consists of the following four
workbooks: Counting My Money, Making
My Money Count, Buying Power, and
Earning, Spending, and Saving.

Paying Your Way (1975)
McGraw-Hill Book Company
Gregg Division
Post Office Box 402
Highstown, NJ 08520
Audience: consumer education and busi-
ness education students
Purchase price: $15.95.



World of Work Kit (1969)
McGraw-Hill Book Company
Webster Division
1221 Avenue of the Americas
New York, NY 10020
Grades 7-Adult
Purchase price: $111 (50 titles, 20 copies
each); $2.10 (1 title, 20 copies); $.99 (1
teacher's guide).

This collection of 50 illustrated fictional
booklets is designed especially for the
urban, non-college-bound student who
may enter the job market at an early age.
Each booklet, through a playlet or story,
exposes thb student to a new .dimension
of the world of work; stories are open-
ended to prompt class discussion.

Transparencies

What to Do with Money
United Transparencies, Incorporated
Post Office Box 688
Binghamton, NY 13902
Grades 9-Adult
Purchase price: $93.50 (35 transparencies,
25 student workbooks, answer book,
teacher's guide).

This set covers the basics of banking
(checks, deposits, borrowing, money
orders) and credit buying.



How to Measure Student Petformance
Petformance Test Answer Key
and Objectives

The complete form of the performance ob-
jectives is listed below. Each objective in-
cludes ct performance checklist, which is
identical to the one in the strident booklet
and contains the requirements for
achievment of the objective as taught in
the unit. The objectives with their check-
lists thus serve as an answer key. Every
item on the checklist must be correct for
the student to pass that objective.

If you require the student to meet addi-
tional or more difficult criteria, further in-
struction should be provided.

Objective 4

Given a current federal income tax form
1040A, the Internal Revenue Service in-
struction booklet, and information and
W-2 forms for a person, the student will
fill out the form. The form must be com-
plete and correct, meeting the require-
ments of the IRS and the performance
checklist below. The completed form
should look like the one on page 31.

Performance Checklist

Front of Form

Louise's name and address
Louise's Social Security number
Louise's occupation
Correct filing status
Correct exemptions checked and num-
bur placed on line 6f
Line 9 has correct salary information
from W-2 form
Line 11 has correct interest informa-
tion from interest statement
Line 12 equals the total of lines 9, 10c,
and 11

Back of Form

Information copied correctly'

Correct total income copied on line
13a from line 12
Correct federal income tax withheld
copied on line 20a from W-2 form
Line 24 is the same as line 23

Tax tables used correctly:

Line 16 represents correct amount
from tax tables

Arithmetic performed correctly:

Line 13b equals 16% of line 13a, but
not more than $2,400 or less than
$1,700
Line 13c equals line 13b subtracted
from line 13a
Line 14 equals $750 multiplied by tne
number on line 6f
Line 15 equals line 14 subtracted from
line 13c
Line 17a equals $35 multiplied by the
number on line 6d
Line 17b equals 2% of line 15, but not
ourir t1130
Line Ma equals line 1 tc subtracted
from line 16
Line 19 equals fine 18b subtracted
from iine 18a
Line 21 equals the total of lines 20a,
20b, 20c, and 20d
Line 22 equals line 21 subtracted from
line 19

Signature section completed correctly:

Form is signed on preparer's line
Today's date

Completed Tax Form for
Objective 4
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Dspartment ol the TisssursIntsresl Rtisnlie SerVIte

11040A u.s Individual Income Tax Return IM76 This spate los IRS use cell

Name (II leInt return, glue forst names ant) initinls of MAIO Last name

CaJe.
Present home address (Number and street, Including apartment numbsr. or rune

77 Wesi Presco79-
I route)

bib

en

ba

City, town or pest office. State and ZIP code
sand C 1'6 , Flood& 3334/
1 (Sir Single (Check only ONE box)
2 0 Married filing joint return (even II only one had income)

0 Married filing separately. If spouse is also filing give
spouse's social security number In designated space above
and enter full
name here Os

4 0 Unmarried Head of Household. See page 6 ol Instructions
to see If
you qualify B.

5 0 Qualifying wIdow(er) with dependent child (Year
spouse 'died Os 19 ). See page 6 of Insiructions.

Your social security number

286 61
For Privacy Act Notification, Spouse's social seculity no.
see page 12 of Instructions,

Occu. Yours Os /2 AS/0 4,.',..;pcurLehert
gallon Spouse s

us

0
0.

6a Regular 2 Yourself Cl Spouse Utter number ul
Mures chocked pp.

First names of your dependent children who
lived With you

Enter
number Op

Number of other dependents (from line 7) .

Total (add lines 6a, b, and c)
Age 65 or older . 0 Yourself 0 Spouse ,r,',Irg)
Blind . . . Yourself n Spouse' Vn:'.:ds
Total (add lines 6d and el . . .

ti

st
11

7 Other depender ts:
(a) Nemo

(b) 11sIstronshla
111 Monins /trod in sour
horse. l'oain or died dur
ins sear. worts 0 or 0.

(d) Did doom
dont hers Income
01 $750 or motet

re) Amount rum.shed In $scendont s suLourl

151 11).1 if 1:.1,., , (10 Of ntlig ,nt,u;
wide ALL. .I1S clamant

$ $
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Campaign Fund . . r If loint return, dues your spouse wish to designate
bolo, it n.,t invests rota let

Yes t I No Or retloce uur rel,.na

9 Wages, salaries, tips, and other employee compensation (sAstitsa,chssioirsamnse Vol. Irilistrigu'oarillst , r I ?_; _ _5:14 2. Y. ri
10. Dividends ( %Tr:: ii0iiiesili ionsVlcs. ) 1 nib Less exclusion Balance i 10c

11 Interest income (if over $400, see Instructions at top of page 4) . . . . . .

. Os

.

I

11

12 Total (add lines 9, 10c. and 111. (If less than $8,000 see page 2 of Instructions on "Earned Income Credit "1 . . I 12 I 5, Z. 45 .30
o. 1 you have dividend or interest income and can be claimed as a dependent on your parent's return, check here Os n and see page 11 of Instructions.

Form 104 014 (1976) If you want IRS to figure your tax, see page 10 of Instructions. Page 2

v. 5
.0 coC 7
2.°
us&

13. Enter amount from line 12
b If you checked 2 or 5. enter the greater of $2.100 OR 16% of lune 13abut not more than $2 WO

the box on 1 or A, enter the greater of 51.100 OR 16% or line 13.but not e than $2,400
. . 3, enter the gloater of 51.050 OR 16% of brie 13atrul not mure rk en $1,400 . 1

c Subtract line 13b from line 13a and enter difference . . . . .

14 Multiply total number of exemptions claimed on line 6f by $750
15 Taxable income. Subtract line 14 from hoe 13c and er.ter difference

If line 15 is $20.000 or less, find tax in Tax Table on pages 13-15 .

16 Tax
If line 15 is more than $20.000, use Tax Rate Schedule X. Y, or Z, on page 16

. .

I 35 l 00
I L-E1777_

17. Multiply $35.00 by the number of exemptiuns on line 6o I 17a

b Enter 2% of line 15 but not more than $180 490 El box on hne 3 checked) . . 1 17b

18a Subtract line 17c from line 16 and enter difference (but not less than rem)
b Credit for contributions to candidates for public office (see pace 11 of Instru

19 Income tax. Subtract line 18b from line 18a and enter difference (but not les
20. Total Federal income tax withheld (attach Forms W-2 to fmnt) . ! 20.

1976 estimated tax payments (include amount allowed as credit from 1975 return) 20c

d Earned income credit )tiom wee 2 or !entireties%) 20d

21 Total (add lines 20a through 20d)
22 If line 19 is larger than line 21. enter BALANCE DUE IRS
23 If line 21 is larger than line 19, enter amount OVERPAID
24 Amount of line 23 to be REFUNDED TO YOU
25 Amount of line 23 to he credited on 1977 estimated tax . 1 25 1

Under Ihntarrin ef horruW. t demons that I heve *ramified this relnrn. inclu.nne at.tomoany tar vetted del and (Memento. and to lhe belt el my knowledge and belle it is too, cortacI.
and complete. beelereben PreParea Other than 7,Daydr) .1 bated on all mlormairon of south preoater has any Onowlevle

Excess FICA, RRTA, or FICA/RRTA tax withheld It*. pa::, Ira errIPS1=071%)
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13.
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13c

14
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00
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00
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18a
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Objective 9

Given an Imaginary budget and a goal of
saving a specified amount of money, the
student must develop a budget plan that
meets all of the requirements of the
checklist below.

Performance Checklist

Budget cuts were made from at least
two types of Items.
The total amount changed Is $30.
Savings Increased $30.
Chester's budget balances at $415
per month (both income and ex-
penses).

A sample budget is shown on the next
page.
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Total Income: $ sr. co sAlf(.1

Thls budget represents a typical solution
to Objective 9.

Completed Budget for Objective 9

Budget Worksheet PI monthly 0 weekly

Income
Typo of Item Item

Change
Present in
Income Income

Pay

Allowance

Other

Expenses

e4 lihro° -

Future
Income

Change
Present in Future
Spending Spending Spending

Food CP/lite) `-httIatt)

cljy- I.A.taAtLe..0

cat- Feter.L4J-, 2..e4

Insurance CO.A. qdr":42t.=%. 1.0444

11(8,LiailttLIMedical & Dental
-61,4X4A.A.e.

Clothing 1/4.A.4.4k411 OUAl atca-44-4-44-06

Savings

adz.. , celia t-nta-alsRecreation

Personal

Other &Ltda.. e CLA-C9- 2.411) ,

nrt5

Housing

Transportation

Total Income = Total Expenses
Llir. 0° = 'OS, 00

915

g los

( o .°°

Coo.03

ots:00

s:c.,

c20.00

-0- 7.30.44

4 - 5."

3C.s° 0°

5.°0 35.06

Total Expenses:
IL/ IS.°O (1`)
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Objective 13

Given the amount of two checks, cur-
rency, and coin, the student will complete
a deposit slip with the information con-
tained in the performance checklist.

Performance Checklist

Your name on the correct line
Today's date on the correct line
Correct account number in the cor-
rect box
Correct amount of currency (paper
money)
Correct amount of coins
Correct check amounts, each listed
separately
Correct total of all money
Correct amount for "less cash
received"
Correct total deposit
Your signature on the correct line if
cash is received

DEPOSIT SLIP

NAME Sh.d.denf.; Name
DATE nai daAa 19

SIGN HERE ONLY IF CASH RECEaD FROM DEPOSIT

3 Tr.

OurcrowlbState Bank
1.2 4/1/1-r

311
DOLLARS CENTS

CURRENCY / 0 (P0

COIN 3o

o-v

TOTAL a.2 Jo
LESS CASH
RECEIVED

Total
usposit

..t o-v

.2 0 30

Completed Deposit Slip for
Objective 13
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Objective 14

When given the amount of the check and
the name of the recipient, the student will
write a check that meets the requirements
of the performance checklist.

Performance Checklist

Today's date on the correct line
Check made out to the coffee.
company on the correct line
Correct amount of the check in
numbers after $
Correct amount of the check in words
before Dollars
Name signed, not printed

41-47'1 d4t" 19

PAOYRDWERTOHEF -314/4.-ci4,-/ 62(2 $

tifrceArga-sci d-otd -700 DOLLARS

C
ouircaiiitbStateBank
FOR 1-e-La 04:1

1:06 3 111.00681: 0 LOO S6 S8 Sle

Completed Check for
Objective 14
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Objective 15

Given a checkbook, a bank statement, and
a copy of the reconciliation form on the
back of the bank statement, the student
must balance the bank statement with the
checkbook records so that the criteria in
the checklist below are met.

Performance Checklist

Write the service charge in the check-
book and subtract it from the
balance.
Place a mark (w.) after the service
charge and every deposit and check
that is shown on the bank statement.
List and add up all outstanding
deposits.
List the number and amount of each
outstanding check.
Add up all outstanding checks.
Write in the new balance.
Add the new balance and the total of
outstanding deposits.
Write in the total of outstanding
checks.
Subtract outstanding checks from
the sum of the new balance and out-
standing deposits to obtain the cor-
rect adjusted bank balance.

BE SURE TO DEDUCT ANY PER CHECK CHARGES OR MAINTENANCE CHARGES THAT MAY APPLY

DATE CHECK
NUMBER

CHECKS ISSUED TO OR
DEPOSIT RECEIVED FROM

AMOUNT OF
DEPOSIT VI

AMOUNT OF
CHECK or)/04A-

301. rA RM6-2 M AR k Er I/ /0 00 ov

3 /I 53 AU,' Poo o sroRe- S $ 7 gro

Zile0A4er rAx Re-Fewo io 00 /0 7 oNo

3 /4/ P/22 A le/NG 5 /0.1

3 4 /WA 4.1.5 .Sz Ack -rogiAcee /o eo 9.,2 Iry

.st /1 ieoo's Q.4,444 E oo 7.2 to
.2 .SNR ince e #,Aeate 70 0.0

Completed Checkbook for Objective 15
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Completed Worksheet for
Objective 15

CHECKS OUTSTANDING

CHECK
NUMBER

AMOUNT

33 /0 PO

34 .2e, 00

TOTAL

TAKE THESE EASY STEPS TO BALANCE YOUR CHECKBOOK

A WRITE THE SERVICE CHARGE SHOWN ON THE BANK STATEMENT IN
YOUR CHECKBOOK AND SUBTRACT IT FROM THE CURRENT BALANCE.

PLACE A MARK (...) IN YOUR CHECKBOOK BESIDE THE SERVICE
CHARGE.

THEN PLACE A MARK (.) IN YOUR CHECKBOOK BESIDE EVERY
DEPOSIT AND CHECK THAT IS SHOWN ON THE BANK STATEMENT.

CON THE BALANCING FORM BELOW. LIST THE AMOUNTS OF ALL OUT.
STANDING DEPOSITS (DEPOSITS THAT DO NOT HAVE A MARK (..-)
BESIDE THEM).

ADD UP ALL OF THE OUTSTANDING DEPOSITS AND PLACE THE TOTAL
ON THE BALANCING FORM AFTER "LIST AND TOTAL ALL OUTSTAND
ING DEPOSITS

DIN THE BOXES UNDER "CHECKS OUTSTANDING." LIST THE CHECK
NUMBER AND THE AMOUNT OF ALL OUTSTANDING CHECKS (CHECKS
THAT DO NOT HAVE A MARK (.) BESIDE THEM).

ADD UP THE OUTSTANDING CHECKS AND PUT THE TOTAL IN THE BOX
MARKED .*TOTAL" AT THE BOTTOM OF THE COLUMN.

FILL IN THE BALANCING FORM BELOW:

WRITE IN THE NEvV BALANCE FROM THE STATEMENT.

LIST AND TOTAL THE OUTSTANDING DEPOSITS (STEP C ABOVE).

ADD TOGETHER THE NEW BALANCE AND THE TOTAL OF THE
OUTSTANDING DEPOSITS. WRITE IN THAT AMOUNT.

WRITE IN THE TOTAL OF THE CHECKS OUTSTANDING.

SUBTRACT THE TOTAL OF THE CHECKS OUTSTANDING FROM
THE TOTAL ABOVE IT (THE NEW BALANCE PLUS THE OUTSTAND
ING DEPOSITS). THIS IS THE ADJUSTED BANK BALANCE. THE AD.
JUSTE0 BANK BALANCE SHOULD BE THE SAME AS THE CUR
RENT BALANCE IN YOUR CHECKBOOK. IF IT IS NOT. GO BACK
AND CHECK YOUR WORK

BALANCING FORM

WRITE IN THE -NEW BALANCE- SHOWN ON THE
FRONT OF THE STATEMENT .

LIST AND TOTAL ALL OUTSTANDING DEPOSITS.
WRITE THE TOTAL HERE

ADD THE TWO NUMBERS ABOVE (THE NEW BALANCE
AND THE TOTAL OF THE OUTSTANDING DEPOSITS).
WRITE IN THE SUM HERE

WRITE IN THE.TOTAL CHECKS OUTSTANDING

SUBTRACT THE TOTAL CHECKS OUTSTANDING FROM
THE NUMBER ABOVE 11 (NEW BALANCE PLUS OUT
STANDING DEPOSITS) THIS IS THE ADJUSTED BANK
BALANCE .

1 9
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Unit Test Answer Key
and Objectives

The full statement of each knowledge
objective is listed below. The objective
describes the test question asked of the
student, the correct answers, and the
standard required for passing the objec-
tive. Since the objective includes the cor-
rect answers, the objectives also serve as
the answer key. Both forms of the unit
test use the same answer key.

This is an example of how a knowledge
objective is used to score a unit test item.

EXAMPLE OF SCORING (Objective 12

to find the correct answer in this answer
key.

If you change the instructiQn in a way that
changes these correct answers, 'jou
should also change the answer key t,efore
scoring the tests. If you omit anl objec-
tive from the instruction, be sure to delete
the questions for that objective from the
unit test.

When asked to list three benefits of keep-
ing a savings account, the student must
list at least two of the following:

makes interest money
helps you save for the future
money is safe in a savings account
shows others you are careful with
your money

If. the student's response includes two
from this list (the standard set in this par-
ticular objective) his/her answer is
counted as correct, and s(he) gets one
point for this question. If the student's re-
sponse includes fewer than two from this
list, his/her answer is incorrect, and s(he)
gets zero points for this question.

What should be done if the student gives
an answer that sounds reasonable, but is
not on the approved list? In that case, de-
cide whether that response should be
added to the list of acceptable answers
for your class. If so, all students' re-
sponses should be graded on the basis of
the amended list.

The order for the test questions on the
unit test is scrambled, but each is labeled
with its objective number to make it easy

THAS WS THE WAN Mew MAT Must
se Ater RV? THE OUE.37"/oN To .0...sr

counMED AS CoRatera

fig Pa'aPon/SE MUST INCI41
Two mom Dia 1.137; AO-Not/GM
NV /WAY BE IN THE 51 I/DeA/73

OWN WoRta

Set the passing score for your students
before administering the test. In field test-
ing of all Employability Skills materials,
the passing score on the unit test was set
at 80 percent. For this unit, students had
to answer eight out of ten questions cor-
rectly to receive a passing score of at
least 80 percent. Each question was
scored correct if the answer met the stan-
dard, arid incorrect if it did not; no partial
credit was given.
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Objective 1

When asked to list threc deductions that
may be made from a paicheck, the stu-
dent's list must include at least two of the
following deouctions:

withholding (federal income) tax
FICA (Soc.Ial Security)
health imurance
uiAon dues
retirement plan
credit union

Objective 2

Given a list of four types of fringe benefits
and a list of thei:* descriptions, the stu-
dent will correctly identify the &scrip-
tions of at least three of the four benefits
listed, as shown below.

_e_ 1. bonus
_IL 2. sick pay

c 3. health insurance
_I_ 4. workmen's compensation

Objective 3

When asked to list three services that
taxes pay for, the student's list will con-
tain at kmst two of the services below.

armed forces
bus service
courts
elections
fire fighters
foreign aid
highways
hospitals
national parks
police
prisons

research
schools
space
exploration

state
employment
services

veterans
benefits

welfare and
food stamps

Objective 5

When asked to list five smart shopping
rules, the student must list four of the
following:

Think ahesd.
Buy only what you need and will use.
Compare prices.
Compare quality.
Compare quantity.
Wait for sales..
Look for guarantees.
Beware of credit buying.

Objective 6

When asked to list four dangers of credit
buying, the student must list at least
three of the following:

It costs more to buy on credit.
Credit discourages shopping around.
Credit makes it easy to spend too
much.
You will get into trouble if you don't
pay your bills on time.

Objective 7

When asked to list three things that may
happen if credit payments are missed, the
student must list at least two of the
following:

You may lose the item that you
purchased.
You may lose some or ail of the
money you paid in.
You may get a bad credR rating.
You may have to pay a late charge.
You may be taken to court.
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Objective 8

When asked to list three reasons for keep-
ing a personal budget, the student'S list
must include .1;;+ least two of the following
reasons:

To tell you where your money is
going
To help you plan how to live on your
pay
To give you records to dse in filling
out your tax forms
To help you save money for unex-
pected expenses
To help you plan for large purchases
without borrowing

Objective 10

Given a list of five types of insurance and
a list of their descriptions, the student
must correctly identify the descriptions of
at least three of the five types of insur-
ance listed, as shown below.

_p_ 1. life insurance
2. health insurance

_e_ 3. horneowner's insurance
_11_ 4. automobile collision insurance

5. automobile liabOity insurance

Objective 11

Given a list of si.x loan sources, the stu-
dent must correctly identify at least two
sources that charge high interest rates
and two sources that charge low interest
rates, as indicated below.

low 1. bank
high 2, pawnshops
low 3. ci edit unions
high 4. lcan companies
high 5. mail order loans
low 6. borrowing on life insurance

policies

Objective 12

When asked to list three benefits of keep-
ing a savings account, the student must
list at least two ei the following:

Your savings account makes interest
money for you.
Your savings account can help you
save for the future.
Your money is safe in a savings
account.
A savings account shows others that
you are careful with your money.
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Unit Test: Form A
(Employability Skills: Personal Finances!

Fill in thg blanks.

Narne

Date

1. (Objective 2) Match each fringe benefit with its definition (meaning) by placing
the letter of the correct definition in the blank next to the fringe benefit.

____1. bonus a.
2. sick pay b.
3. health insurance c.
4 workmen's d.

compensation e.
f.

THs gives you time off with pay.
This will pay you if you lose your job.
This will help you pay your doctor bills.
This gives you time off for sickness, with pay.
This could be an extra check at Christmas.
This givss you cash payments and medical
care if you are hurt on the job.

2. (Objective 8) List three reasons for keeping a personal budget.

1.

2.

3.

3. (Objective 11) Below is a list of loan sources (ways or places you can br,rrow
money). Write high in the blank,next to the sources that charge high interest
rates. Write /ow in the blank next to the sources that charge low interest rates.

1. banks 4 loan companies
2 pawnshops 5 mail order loans
3 credit unions 6 borrowing on life insurance policies

4. (Objective 5) Ted spent a long time planning his budget. List five smart shop-
ping rules that may help him live within his budget.

1.

2.

3.

4.

5.

5. (Objective 1) List three deductions that may be taken out of your paycheck.

1.

2.

3.
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6. (Objective 6) List the four dangers of buying on credit.

1.

2.

3.

4.

7. (Objective 3) List three Cervices that the federal government spends your tax
money on.

1. 2. 3.

8. (Objective 7) Lena is buying a car. What are three things that could happen if she
does not make her car payments on time?

1.

2

3.

9. (Objective 10) Match each type of insurance with its description (meaning) by
placing the letter of the correct description in the blank in front of the type of
insurance.

1 lif4 insurance
2 health insurance
3 hbmeowner's insurance
4 automobile collision insurance
5 automobile liability insurance

a. Pays part of your medical bills
b. Pays your salary if you lose your job
c. Provides money for your family when you die
d. Pays for damage to your car if you have an accident
e. Pays for new furniture if your house burns down
f. Pays for injuries to people who are hurt by your car
g. Pays you if your caris stolen or broken into

10. (Objective 12) Joe is trying to decide if he wants to put his.money in a savings
account. Give three reasons for keeping a savinry, 'account that you could tell
Joe.

2.

*3.
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r.)

Instructor
Record She

Personal

Finances

Each student should be allowed at least three attempts to pass the performance test on each objective. The

Performance Test Answer Key Is on page 30.

Each student should be allowed at least two attempts to pass the unit test upon completing the unit. The fmnIt

Test Answer Key Is on page 38.

This covers the knowledge objectives: 1, 2, 3, 5, 6, 7, 8, 10, 11, and 12.

Suggested System for Recording;

Place a 0 under each try not satisfactorily completed by the student.

Place a 1 under each try satisfactorily completed by the student.

If a student passes an objective In fewer than three attempts, leave the remaining columns under that objec.

tive blank.

KNOWLEDGE OBJECTIVES

Student Name

PRETEST POSTTEST

UN VEST UNIT TEST

Form Form Form

A B A

1st
Only Try Try

2nd

Try

PERFORMANCE OBJECTIVES

PERFORMANCE TESTS

OBI 4 (p. 64)

Filing Income

Tax

OBI 9 (p, 105)

Balancing a

Budget

......
OBI 131p, 137)

Filling Ou a

Deposit Slip

CV, 110. 147)

Writing a

Check

OBJ, 15 (p. 169)

Balancing a

Checkbook

1st

Try

2nd

Try

Id
Try

1st

Try

2nd

Try

3rd

Try

1st

Try

2nd

Try

3rd

Try

1st

Try

2nd

Try

3rd

Try

1st

Try

2nd

Try

3rd

Try

,

,

,

..

.

_

I

978 Summary of Requirements tor Completing the Un 1, The student has completed the unit when s(he) has:
1. made a passing score on the posttest (unit test) AND

2, passed the performance test for every performance objective. 979



Item 11 F.

I. 1711

(1) (2) Social Security No

Trainee Performance Report (TPR)

[7,J---t--LL11LLI(" ) component Id

Name last nmne first)

Program Name

I

(3 ) e (4 )Tract

Paricd Covered: Prcgram Week:
(1-3;1;;] k5)I Yi 713(1) LI )49) Yr (5 )

II. Using the scale provided please describe the trainee according to the following items by circling a number:

THE THAMES: Always
Almost
Always Usually Sometimes Rarely Never

Doesn't
Apply

1. Attends training/work when scheduled 6 5 4 3 2 1 9 (54)

2. Gets along with the other trainees/
workers 6 5 4 3 2 1 9 (55)

3. Communicates well verbally 6 5 4 3 2 1 9 (56)

4. Arrives late 1 ,
3 4 5 6 9 (57)

5. Displays expected levels of
careetmce

5 5 4 3 2 1 9 (58)

6. Can be relied upon to complete wick
amsigned to best of his/her ability

5 5 4 3 2 1 9 (59)

7. Has a positive attitude 6 5 4 3 2 1 9 (60)

S. Cooperates with instructors/supervisors 6 5 4 3 2 1 9 (61)

9. Displays initiative when appropriate 6 5 4 3 2 1 9 (62)

10. Sas difficulty grasping new ideas
and procedures

1 2 3 4 5 6 9 (63)

U. Accepts constructive criticism 6 5 4 3 2 1 9 (64)

12. Listens to and follows directions
accurately

6 5 4 3 2 1 9 (65)

13. Demonstrates interest/motivation 6 5 4 3 2 1 9 (66)

14. Contacts instructor/supervisor when
absent cr late

6 5 4 3 2 1 9 (67)

13. Uses time efficiently 6 5 4 3 2 1 9 (68)

III. Assuming that poi were a department supervisor and had an open position, wculd you reccamend
thls person for an entry level job in your department? (Circle a number.)

5- Definitely yes 4- Probably yes 3- Uncertain 2- Probably no 1- Definitely no

927
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Trainee Performance Report (TPR) page 2 1_11 1 1 1 1 jell t I 1

(1) (2) Social ity

IV.

A.

Section 17 A and B to be filled out by all trainers/supervisors completing T2Rs.
From the ability and skill areas listed below, please choose the three most
important for success in the occupation in which the trainee is now working cc
training. Number those three in order of imbortance.

B.

Ability to read matariAl
required by the job/training

Ability to do written assigrr
ments required by the job/'
training

Ability to do math r
by the job/training

Physical ability to perform tasks

Techni=1 knowledge (understanding 1:1
of the tools, materials, and appli-
cations of the table)

equired __Technical skill (ability to use
equipment for proper results)

Memhanical inclination or
manual'dexterity

C-nmunication/hlaman relat-
ions skills

Other:

FOr eacn of the three ability'and skill areas selected above please rate the
trainee's oresent level of performance compared to where s/he should be at
this point in time.

Far Exceeds
S"..andards

Exceeds
Standards

.Meets
Standards

Below
Standards

Far Below
Standards

Area fl 5 4 3 2 2.

Area 02 5 4 3 2 1

Area 03 5 4 3 2 1

V. Please give the trainee an OVERALL RAT:NG by circling a number below:

5- Excellent 4- Very-Good 3- Good 2- MarginaL 1- Unsatisfactory

VI. Are there any special circumstances that contribute to any of the above ratings?
If yes, please use reverse side to explain. 1- Yes 2- No

(14)

(2.5)

(16)

(17)

(18)

Signature of Trainee

*Worksite Name:

*Duties:

Signature ot Trainer/Superviscr

*Position:

Date

ITUrinij

0 If completion cr early separation. was
:COCCOOCCO=C=

client placed? 1-Yes 2No 3-Pending (25)
00 00 0 000 ..... 0 0 00 00 00 0.0 00 0 0 00,0 006 0,00. ..... 00
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Item 11 G.

GENESEE/SHIAWASSEE SDA

Youth Competencies

"eARTICIPANT EVALUATION FOR WORK MATURITY SKILLS

Participant s Name Supervisor s Name

Worksite Date

The participant must be rated an excellent or satisfactory in all nine categories on
the final evaluation to be certified as competent. The rating scale to be used is:

Rating Code:
1. Excellent 2. IN Satisfactory 3. In Heeds Improvement 4. m Unsatisfactory.

Work Maturity Area Performance Measure Ratin

1. Attendance

2. Punctuality

3. Grooming/Hygiene

4. Following
Instructions

5. Quality of Work

6. Work Quantity

7. Dependability

8. Work Relationships

Has not had more than 3 excused
absences during the final six (6)
weeks of work unless extenuating
circumstances were present and
documented.

Has not exceeded a total of 5 minutes
late in each 5 day work period during
the last 6 weeks. Followed the proper
procedure for notifying the supervisor
when lateness is anticipated.

Demqnstrated good grooming and hygiene
and dressed appropriately for job.

Completed work assignments as instructed
and within time frame given.

Performed work assignments
ative manner which met the
requirements.

Performed work assignments
ative manner which met the
requirements.

Demonstrated the ability to follow
directions, complete work on time as
instructed without close supervision.

in a qualit-
supervisor's

in a quantit-
supervisor's

Given work assignments, demonstrated
ability to complete assignments in
instances where cooperation with others
was required.

982
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1 2 3 4

1 2 3

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4
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9. Personal Behavidir Exhibited appropriate and acceptable
behavior.

COMMENTS:

1 2 3 4

In the event that the participant does not rate at least a satisfactory rating in all
nine categories on the final evaluationrytt the employer/trainer feels that the
participant deserves an overall rating of sztisfactory, that paeticipant may be
certified as competent as long as a written explanation is attached to the final
*valuation, and the counselor concurs.

Participant's Signature . Date Eigoyer - supervlsor Date

930
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Item 11 H.

L.alt II

Session 2

E:nrollees Name

Job Site

"Succeeding In Thc Labor Murket"

Appearance Evaluation of Participant

Supervisors Name

Date

1. Cleanliness - Body and Hair

Meets Very

Poor Unsatisfactory Requirements Good Exceptional

0 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 10

Comments: 11111111

2. Grooming - Hair, make-up, nails, etc.

Needs Meets

Unappropriate Improvement Requirements Appropriate Exceptional

1 '2 3 4 5 6 7 8 9 10 11 12 13 14 15 16

Comments: .1

3. Dress

Needs Meets
Unappropriate Improvement Requirements Appropriate Exceptional

0 1 2 3 4 5 6 7 9 10 11 12 13 14 15 16

Comments:

4. Condition of Clothes

Sloppy

1 2

Comments:

Needs
Improvement

Meets
Requirements

Clean and
Neatly Pressed OutstandinS

5 6 7 8 9 .10 11 12 13 14 15 1

5. Posture

Meet:3 Alive and

Poor Unsatisfactory Requirements Energetic Healthy

0 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16

Comments:

931
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6. Overall Image

Meets Very
Poor Unsatisfactory Requirements Good Outstanding

0 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16

Comments:

What area(s) do you believe the participant most needs to make improvement?

Additional comments:

932
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Item 11 I.

NORTH CAROLINA
COMPETENCY-BASED EMPLOYABILITY SKILLS

CURRICULUM GUIDE

1983
Issued By

Vocational Development
Division of Vocational Education

State Department of Public Instruction
Raleigh, North Carolina 27611

Dr. A. Craig Phillips, State Superintendent
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USING THE CURRICULUM

The curriculum material was developed to be used as a resource guide
in planning and teaching the Competency-Based Employability Skills course at
the middle through senior high school level. The guide is developed to implement
units of instruction for varying lengths of time. The guide should be used very
discreetly by instructors for students who have had their needs assessed to
ideritify appropriate competencies. A pre-test using the test items found in the
Competency/Test Item Bank may be administered to students to determine their
needed competencies. Units are planned to be offered as a separate course for
units of credit, as units of instruction by counselors, as an addition or
supplement to a discipline, or to be integrated within a discipline.

In order to follow the sequential implementation process of course
offerings to students within each individual school, a user's guide (chart) has
been prepared. A level has been suggested for units offered sequentially by
grades.

The guide contains the following sections:

I. THE COMPETENCY LISTING

The competency listing includes the identified competencies to be
developed by students who participate in the Competency-Based Employability
Skills Program. In order to cross reference the competencies with those taught
in the vocational program areas, a listing by program area is provided. Students
who have been enrolled in these vocational courses that indicate identified
competencies are taught should be administered pre-tests to determine their
proficiency level. If the student's proficiency level does not meet prescribed
minimum standards, it is recommended that the student work through activities
for: the competency until the minimum proficiency standard is met.

II. THE CONTENT OUTLINE

The content outline is arranged into five units with identified
.competencies, objectives, suggested learning experiences, and resources to use
in 'developing and teaching the course within a suggested grade level.

Unit A Self-Awareness ahd Appraisal *Grades 7-9 Suggested

There are two identified competencies, ten objectives, suggested
learning experiences, and a list of resources to use in teaching the unit.

Unit B C areer Decision-M akin g *Grades 9-10 Suggested

There is one identified competency, ten objectives, suggested learning
experiences, and a list of resources to use in teaching the unit.

934
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Unit C Preparation for Employment *Grades 10-12 Suggested

Included in this unit are six competencies, forty-three objectives,
suggested learning experiences, and a list of resources to use in teaching the
unit.

Unit D Workers' Rights and Responsibilities *Grades 10-12 Suggested

This unit includes seven competencies, twenty objectives, suggested
learning experiences, and a list of resources to use in teaching the unit.

Unit E Success in the Job Market *Grades 10-12 Suggested

There are five competencies, fourteen objectives, suggested learning
experiences, and a list of resources to use in teaching the unit.

*NOTE: These grades are suggested when offered. in a sequential
course pattern. When a course pattern is not offered, the grade level should be
disregarded. Competencies should then be taught as preassessed needs, including
unique experiences and interests, indicate without regard to grade.

III. RESOURCES

Resources are listed as textbooks, curriculum guides, microcomputer
software, and other miscellaneous materials. The list includes reference books
and curriculum guides from other states. Resources used as part of the
suggested learning content area are listed by alphabets A through KK. The
alphabet plus page numbers are shown in the resource column of the content
outline. Resources are not necessarily limited to those listed in this guide.
Those resources listed are but a few of the ones that could be used wisely.

IV. APPENDIX

The appendix consists of activity sheets that can be used by students
to reinforce specific objectives. These sheets are to be a pirt of the planned
instructional program. Many of the activity sheets were developed for student
use in the following states: Illinois, Kentucky, Maryland, and New York.

V. COMPETENCY TEST-ITEM BANK

The Competency Test-Item Bank consists ofrthe competency listing, a
table of specifications for course tests and a minimum of three test items for
each objective. Test items were developed by vocational development
coordinators who were members of the Curriculum Task Force. Keys for test
items are, also, included.

Teachers may use the test items to construct their own pre- or post-
tests or use them for developing unit tests to evaluate students' performance in
the mastery of the competencies.

935

988



to

Competency.Based Employability Skills Record Sheet

(To Be Compiled by Counselor)

Counselor's Name

Name of Instructor Position-Subject

Student

Grade

Level

No, of

S'Ilu'n's

Competencies

Attempted by

Numbers

Group Masielf

by Percent
Dale Began Dale Ended Evaluation Comment



Vocational Guidance

Competency Based Employability Skills

,

COMPETENCY STATEMENT *

A.

B.

C.

Self-Awareness

001.

002.

Career

003.

Preparation

004.

005.

and Appraisal

Analyze the Influence of personal interests and abilities on the choice of
employment opportunities.

01. Analyze the effect individual interests have on career choice.

.

02. Identify the importance of determining personal strengths and weaknesses.
03. Analyze the influence personality traits have on career patterns.
04. Interpret the effects values have on work patterns.
OS. Analyze the influence aptitudes have on varied careers.

Analyze the influence of individual development on behavior.

01. Discuss the influences that impact on self-concept.
02. Examine the effects of self-concept on behavior.
03. Examine factors that indicate a self-assured person.
04. Examine the effect self-concept has ori job choice.
OS. Discuss the influence self-concept has on job success.

Decision-Making

Demonstrate methods of career decision-making.

01. Identify factors that influence career decision-making.
02. Discuss the importance of establishing short and long term career goals.
03. Justify the need to formulate an educational/career plan.
04. Examine educational opportunities provided in postsecondary training.
OS. Explore varied media for needed career information.
06. Engage in the problem solving process as it applies to career decision-making.
07. Investigate a variety of occupations.
08. Examine nontraditional job opportunities.
09. Research new and emerging careers and the factors that influence change.
O. Analyze the need to develop alternative career goals.

,

for Employment
.

Analyze types of forms, materials, certificates, and other credentials needed for
employment.

01. Identify documents that may be needed to secure employment.
02. 1. Discuss the procedure for securing a work permit.

2. Practice the procedure for securing a work permit.
0:1. 1. Examine the procedure for obtaining a social security Card.

2. Demonstrate the process for obtaining a social security card.
04. Discuss the process for obtaining a birth certificate.
OS. Analyze the importance of having reliable transportation.
06. Examine the effect of having a driver's license.
07. Discuss the influence of education on job choice.
08. Examine the need for references during the job seeking process.

Analyze the function and content of resumes.

01. Analyze the purposes and uses of resumes.
02. Identify information that may appear on a resume
03. Compare resume formats for varied situations
04. 1. Describe the characteristics of a good resume.

2. Practice methods of preparing resumes.
OS. Interpret the influence of a prepared resume on the job seeking process..

*Refe to Cross References
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COMPETENCY STATEMENT

Vocational Guidance

Competency Based Employability Skills

Dusiness and Office Education

Idt# N.*
A. Self-Awareness and Appraisal

001. Analyze tile influence of personal interests and abilities on the choice of
employment opportunities.

01. Analyze the effect individual interests have on career choice..
02. Identify the importance of determininy personal strengths and weaknesses.
03. Analyze the influence personality traits have on career patterns.
04. Interpret the effects values have on work patterns.
05. Analyze the influence aptitudes have on varied careers.

002. Analyze the influence of individual development on behavior.

01. Oiscuss the influences that impact on self-concept.
02. Examine the effects of self-concept on behavtor.
03. Examine factors that indicate a self-assured person.
04. Examine the effect self-concept has on job choice.
05. Discuss the influence self-concept has on job success.

B. Career Decision-Making

003. Demonstrate methods of career decision-making.

X X X X

X X

aRnumMIN

II
LI

01. Identify factors that influence career decision-making.
02. Oiscuss the importance of establishing short and long term career goals.
03. Justify the need to formulate an educational/career plan.
04. Examine educational opportunities provided in postsecondary training.
05. Explore varied media for needed career information.
06. Engage in the problem solving process as it applies to career dicfsion-making.
07. Investigate a variety of occupations.
08. Examine nontraditional job opportunities.
09. Research new and emerging careers and the factors That influence change.
10. Analyze the need to develop alternative career goals.

C. Preparation for Employment

004. Analyze types of forms, materials, certificates, and other credentials needed for
employment.

01. Identify documents that may be needed to secure employment.
02. 1. Discuss the procedure for securing a work permit.

2. Practice the procedure for securing a work permit.
03. 1. Examine the procedure for obtaining a social security card-.

2. Demonstrate the process for obtaining a social security cara.
04. Discuss the process for obtaining a birth certificate.
05. Analyze the importance of having reliable transportation.
06. Examine the effect of having a driver's license.
07. Oiscuss the influence of education on job choice.
08. Examine the need for references during the job seeRing process.

005. Analyze the function and content of resumes.

01. Analyze the purposes and uses of resumes.
02. Identify information that may appear on a resume.
03. Compare resume formats for varied situations.
04. 1. Describe the characteristics of a good resume.

2. Practice methods of preparing resumes.
05. Interpret the influence of a prepared resume on t e o

X X

see ing process.
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LUWAbC:

UNIT TIT'S: Self Awareness and Appraisal UNIT LENGTH:

COMPETENCY: 001. Analyze the influence of personal interests and
abilities on the choice of employment opportunities

COMPETENCY-BASED TEST' ITEMS

INSTRUCTIONAL OBJECTIVES: The student will

001- 01 analyze the effects individual interests have on career choice.

CONTENT OUTLINE LEARNING/TEACHING ACTIVITIES REFERENCES/RESOURCES

Types of individual interests
-Preference for working wah people
-Preference for working with infor-

mation
-Preference for working with objects

Steps toward interest development
-Awareness d7 personal resources

.Abilities

.Knowledge

.Time

.Energy
-Awareness of physical resources

.Money

.Possessions
-Awareness of the role of self-

discipline
-Awareness of personal limitations

Linking of interests to career possibi-
lftfes

Tdinating interests and aptitudes
-Exploring new interests
-Maintaining career flexibility
-Developing abilities and interests

through training

Have students select from a list of job
requirements to determine their individual
interests. (V-Module ES-1, Instruction
Sheet I).

. Post a list of job characteristics on.a
bulletin board. (V-Module ES-11 Instruc-
tion Sheet II). Have students analyze
their personal work preferences in rela-
tion to the job characteristics of work
they think they would like. Draw conclu-
sions.

. Give students a list of hobbies and per-
sonal interests. Have them check those
that apply and write conclusions that
relate those interests to the type of work
they might enjoy doing. (O. p. 10).

. Have students list 10 things they really
love to do and relate each to a career or
job they might choose.

. Have students do exercises:
P.f" (B. Student Workbook).
pp..6-77 (C. Student Workbook).

. Show filmstrip "Examining Your Interests"
and discuss ways of identifying interests
and relating them to career goals.
(D. p.117).

. Provide an interest inventory to help
students evaluate their interests and to
relate those interests to potential
careers. (O. p.52).

A: PP.8-11
D: pp.132-149

A: pp.21-24
B: p.134
D: pp.114-131

Interest Inventories:

-Picture Interest Survey
(P.I.E.S.)

-CASE Career Assessment
Survey Exploration

-Survey of Occupational
Interests and Aptitudes
(S.O.I.A.)

-Holland Self-Directed
Search

-Hall Occupational Inventor,
-Harrington-O'Shea Systems
of Career Decision-making
-Strong-Campbell Interest
Inventory
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unputenv-ddeu tnployability

UNIT TITLE; Self Awareness and Appraisal UNIT LENGTH:

COMPETENCY: 001. Analyze the influence of personal interests and
abilities on the choice of employnent opportunities

COMpETENCY-BASKO TEST ITEMS

INSTRUCTIONAL OBJECTIVES: The student will

001- 02 identify the importance of determining personal strengths and weaknesses.

CONTENT OUTLINE LEARNING/TEACHING ACTIVITIES REFERENCES/RESOURCES

Recognition of personal strengths and
weaknesses
-Verbal fiedback
-Non-verbal feedback
-Performance reviews
-Self-assessment

Changing weaknesses into strengths
-Identify areas to change

willing to change
-Formulate a plan to change

.0evise self-help clues

.Remove barriers to success

.Substitute positive thoughts for
negative

.Set neachable 9oals
.Realize change takes time
.Reward yourself for changing

Value of changing weaknesses into
strengths
:Thiprove self-concept
-Inproved interpersonal relationships
-Preparation for future job
-Preparation for career change

Have students complete "Self-Inventory
Worksheet" and relate what they learned
from this exercise to careers they are
personally considering. (R: 111-20).

Have students complete "Who Am I?" work-
sheet. Ask them to strategize ways to
turn weaknesses into strengths.
(R: 111-18 and 111-21).

Give students a list of characteristics
many people would like to change about
themselves. Have them check areas that
apply and add others. Have them write a
plar of action to bring about change.

Have students do a self-evaruation exercise
(Example: I: pocket 2).

Have students write a paragraph which
explains the importance of choosing work
that suits an individual's strengths.
Have them describe a situation in which a
person's weaknesses could be problematic
in certain employment settings.

Give students exercises to increase aware-
ness of changing weaknesses to strengths.
(A: Student Workbook pp.7-8).
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COURSE:

UNIT TITLE: Self Awareness and Appraisal UNIT LENGTH:

COMPETENCY: 001. Analyze the influence of personal interests and
abilities on the choice of employment opportunities.

COMPETENCY-BASEO TEST ITEMS

INSTRUCTIONAL OBJECTIVES: The student will

001- 03 analyze the influence personality traits have on career patterns.

CONTENT OUTLINE LEARNING/TEACHING ACTIVITIES REFERENCES/RESOURCES

Positive Personality Traits
-Empathy
-Good decision-making ability
-Good manners
-Dependability
-Enthusiasm

.0esire to succeed
-Friendliness
-Good self-care

.Health

.Appearance
-Htnesty
-Initiative
-Loyalty
-Self-control
-Sense of humor
-Tact
-Humility
-Cooperation
-Flexibility
-Patience
-Consistengy
-Efficiency
-Creativity

-Individuality
-Self-sufficiency
-Self-discipline

1. Oefine a trait - A trait is a distin-
guishing mark of one's personality.

2. Write each personality trait on a small
slip of paper. Have students draw one
from a "hat". Have students give a con-
creteexample linking the trait to a
specific work situation, Have them pre-
dict the future of a person expressing
this trait.

3. Have class brainstorm to complete these
sentences:
"Someone with a good personality is
"A worker with a good personality is

ara5Fre the two lists. Ask students if
the same nualities apply to both
sentences and how.

4. Have students complete exercises:
p. 79 (B: student workbook).
pp. 95-99 (C: student workbook).

11

C: pp.73-78
8: pp. 138-145
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UNIT TITLE:. Self Awareness and Appraisal UNIT LENGTH:

COMPETENCY: 001. Analyze the influence of personal interests and
of employment opportunities

---1
COMPETENCY-BASED TEST ITEMS

abilities on the choice

INSTRUCTIONAL OBJECTIVES: The student will

values have on work patterns.001- 04 interpret the effects

-

CONTENT OUTLINE LEARNING/TEACHING ACTIVITIES REFERENCES/RESOURCES

Values
74-fie direction to life and work

. -Facilitate personal growth
-Develop over time and with experienc

Effects of values

1. Enable students to relate their values to
work patterns by having them complete
exercises:

pp. 19-24 (A: student workbook)
pp. 67-77 (B: student workbbok)
pp. 66-74 (C: student workbook)

. Have students read about values
(G: P. 132-133).p

. Provide activities to have students
determine values they have in relation
to work. Have them make a chart listing
those values on the left and occupations o
interest to them along the top. Have them
complete the chart by relating specific
occupations to their work values. Draw
conclusions. (I: pocket 4).

A: pp.36-42

C: p.66
J: Understanding Self-p.1

A: pp.66-69

Super's Work Values
sInventory

e-On tin management
-On energy management
-On accumulation of material goods
-On decision-making

.At hone

.At work
-On lifestyle
-On attitude
-On relationships with co-workers
-On career choice

e.Desir for money
.Desir for interesting worke
.Desire for career advancement
.Desire for job security

-On job satisfaction
.Independence
,Co-worker relationships
.Creative possibilities
.Supervisory capacity
.Work atmosphere

-On goals
.For career
.For self as a worker

945
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UNIT TITLE: Self Awareness and Appraisal UNIT LENGTH:

COMPETENCY: 001. Analyze the influence of personal interests and
abilities on the choice of employment opportunities. COMPETENCY-BASED TEST ITEMS

INSTRUCTIONAL OBJECTIVES: The student will

001- 05 analyze the influence aptitudes have on varied careers.

CONTENT'OUTLINE LEARNING/TEACHING ACTIVITIES REFERENCES/RESOURCES

Aptitude

-Effects
.0n skill development
.0n training and education
.0n job ability

Types of abilities
-Verbal
-Spacial relationships
-Mathematical
-Mechanical
-Body functional
-Social,
-Mental
-Personal relationships

Determining aptitudes
7.111Cor s of school performance

-Feedback from others
-Practical experiences
-Testing

Enable students to take an aptitude test
such as the General Aptitude Test BatterY
(GATB) or APTICOM, DAT, or ASVAB.
Evaluate results and discuss, or

Give general aptitude tests that ask stu-
dents.to rate themselves in such areas as
mechanical, artistic1 scientific abilities

3. Have students search through career refe-
rences to discover careers for which they
may be suited based on the testing.

4. Have students read to increase awareness
of their aptitudes. (D: pp.206-220).

5. Have students complete the exercises which
relate physical abilities to careers.
(A: student workbook, pp.3-4)

Give students exercises to enable them to
recognize aptitudes and relate them to
career interests:
(A: student workbook, pp.11-16, 39-40)
(B: student workbook, p. 78)
(C: student workbook, pp.78-94).

Show filmstrip "What are Aptitudes?" and
filmstrip "Learning about Aptitudes"
(D: pp. 197-199).

A: pp.17-18, 78-83
C: p. 87
D: pp.194-223

0: p.11

94b
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COMPETENCY 001: Analyze the influence of personal interests and abilities on the choice of employment
opportunities.

OBJECTIVE 001-01: The student will analyze the effect individual interests have on career choice.

TEST ITEM 001-01-01

INSTRUCTIONS TO STUDENTS: Select the correct response by placing the letter in the blank to the left of the

statement.

1. Many factors have a direct influence on one's career choice. From the statements provided, select the
factor that should have the least influence on one's career choice.

a. Awareness of likes, dislikes and hobbies.
b . Awareness of one's skills and aptitudes.
c. Awareness of others' opinions of you.

2. One needs to discover his/her interests 6efore making a career choice. One statement below is not a
true one. Identify the INCORRECT response.

a. Interest inventories will indicate things with which you are not necessarily familiar.
b. Measurements and inventories are a way of finding out about things without actually

experiencing the work or task.
c. You automatically know what you find interesting.
d. Counselors can help you discover your interests.

3. One needs to understand the importance of interests in career decision-making. Identify the INCORRECT

response.

a. Interests need to be identified, explored and evaluated.
b. Interests should be ranked in order.of priorities.
c. Interests that develop abilities which could lead to job satisfaction should receive strong

consideration.
d. Interests should be determined by the job that pays the most.

TEST ITEM 001-01-02

INSTRUCTIONS TO STUDENTS: Read the following statements and mark "C" if the statement is correct and "I" if the

statement is incorrect. After completing the answers. rewrite those statements marked incorrect on your answer
sheet so that they will become correct ones.

Some individuals are unable to choose a successful career because they lack

1. Curosity about themselves.

2. Confidence in themselves.

3. Knowledge about careers.

4. Knowledge of the relationship interests have on career choice.

_25. Money to pursue the exploration of many varied occupations.

TEST ITEM 001-01-03

INSTRUCTIONS TO STUDENTS: Place in the blanks on the left, the letters of the correct response listed in the

grouping on the right of the sheet.

Individuals who are hired in jobs that they find interesting usually

1. a. Perform better
b. Make more money

2. c. Have fewer absentees
d. Enjoy the job

3. e. Occupy administrative positions

947
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COMPETENCY 001: Analyze the influence of personal interests and abilities on the choice of employment
ooportunities.

OBJECTIVE 001-02: The student will identify the importance of determining personal strengths and weaknesses.

TEST ITEM 001-02-01

INSTRUCTIONS TO TEACHER: Assemble am,nriate magazines, scissors, poster paper and glue.

INSTRUCTIONS TO STUDENTS: From the magazlnr.ls given, make a collage which.expresses your thoughts about your
career.

TEST ITEM 001-02-02

INSTRUCTIONS TO STUDENTS: Place a "C" in the blank to the left of each phrase that can be used to determine
personal strengths and weaknesses and an "I" to the let of those that cannot be used.

1. Spare time activities and/or hobbies

2. Best school subject

3. Subjects studied

4. Achievements and awards

S. Peer group reputation

6. Community activities

7. Sports and/or games

8. Club activities

9. Household tasks

10. Interpersonal relationships

TEST ITEM 001-02-03

INSTRUCTIONS TO STUDENTS: Explain the following statement:

"You have to know your strengths and weaknesses before you can decide what you will do with your life."
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COMPETENCY 001: Analyze the influence of personal interests and abilities on the choice of employment

opportunities.

OBJECTIVE 031-03: The student will analyze the influence personality traits have on career patterns.

TEST ITEM 001-03-01

INSTRUCTIONS TO STUDENTS: Read the following statements and mark "C" if the statement is correct and "I" if the
statement is incorrect. When you have completed the answers, rewrite those statenents marked incorrect on the
back of your answer sheet so that they will become correct ones.

1. People who like working with machines and tools may like realistic or hands-on activities.

2. People who enjoy helping others usually choose careers dealing with people.

3. People who are motivated to explore and discover the unknown usually choose careers from the fine arts,
as: singing, dancing, or acting.

TEST ITEM 001-03-02

INSTRUCTIONS TO STUDENTS: Identify the following career patterns by filling in the correct answer provided to
the left of the statement.

1. Enjoys working with people a.

b.

Investigative
Clerical

2. Has an inquiring mind; likes to explore
and solve problems

c. Social

3. Has finger dexterity; likes things in an
orderly fashion

4. Likes the company of others

TEST ITEM 001-03-03

INSTRUCTIONS TO STUDENTS: On a scale of 1- 5 rate the degree of job success the following personality traits
wou d earn. 7We-represents the highest degree of success.

A. Responsibility - Fairly able to complete assigned tasks on time; usually capable of assuming
responsible tasks and of carrying it to completion.

B. Leadership' - Gives of self rather than demanding others to assume leadership role; modest and
gracious; able to stimulate action in others.

C. Temper Control - Easily upset; frequent outburst of temper; takes frustration out on others;
is unable to cope with unpleasant situations.

D. Dependability - Fairly dependable and trustworthy; usually maintains loyalty.

E. Acceptance of Criticism - Resents any suggestions; is discouraged by criticism.

F. Intelligence - Able to converse on many subjects; attempts to make others at ease by talking
about themselves; is a good listener; can debate controversial issues without
becoming emotional.

G. Cooperation - Always tries to 'get the easiest task: does work grudgingly and with little
thought to co-workers.

H. Adaptable - Not responsive to changes; unable to adapt to new situations.

TEST ITEM 001-03-04

INSTRUCTIONS TO STUDENTS: Define trait:

TEST ITEM 001-03-05

INSTRUCTIONS TO STUDENTS: Define individuality:

TEST ITEM 001-03-06

INSTRUCTIONS TO STUDENTS: Define self-sufficiency and %elf-discipline:
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COMPETENCY 001: Analyze the influence of personal interests and abilities on the choice of employment
opportunities.

OBJECTIVE 001-04: The student will interpret the effects values have on work patterns.

TEST ITEM 001-04-01

INSTRUCTIONS TO STUDENTS: In the blank to the left of each statement write "yes" if you agree with the
statement and "no" if you disagree.

1. The duties and responsibilities of my career choice are compatible with my values.

2. My future plans are to continue my education and enter the labor market.

3. Special benefits, excluding salary, make my career choice appealing.

4. Personal traits are always easy to change.

5. Life values and work values must merge if one ls to have a satisfying career.

TEST ITEM 001-04-02

INSTRUCTIONS TO STUDENYS: Plaee a line under the correct phrase located in the parentheses found in each
sentence.

1. (No one else, Someone else) is responsible for one's success and happiness.

2. A dedicated employee has learned to put (his/her own needs first, others' needs first).

3. You (can, cannot) live a happy, productive life if you choose to do so.

4. Work (is, is not) interrcli,ted with other segments of one's life.

TEST ITEM 001-04-03

INSTRUCTIONS TO STUDENTS: Match the terms in the left column with the phrases in the right column.

1. Life's work a.

b.

Educational, physical, emotional, social
Activity which gives life meaning and purpose

2. Relationships c.

d.

Self-defeating attitudes
Friends, family, co-workers, others

3. Personal development

4. Barriers

950

1003



COMPETENCY OC1: Analyze the Influence of personal interests and abilities on the choice of employment
opportun4ties.

OBJECTIVE 001-05: The student will analyze the influence aotitudes have on varied careers.

TEST ITEM 001-05-01

INSTRUCTIONS TO STUDENTS: From the list of words provided below, select the word that correctly fills in the
blank(s) within each sentence. Write your answer in the space provided in front of each sentence or statement.

1. Your counselor can assist you with the identification
of your strengths and weaknesses by giving you
which predicts your.potential to learn such things as
clerical skills, auto mechanics, electronics, etc.

2. The ability to apply the decision-making.steps are
called

3. Your is measured by the number of
abstria7iituations and/or problems you car correctly
solve.

4. Disc jockeys, television commentators and lawyers usually
have excellent

a.

b.

c.

d.

e.

f.

TEST ITEM 001-05-02

INSTRUCTIONS TO STUDENTS: Since aptitudes give clues to the jobs in which
following types of aptitudes. From the right hand column place the letter
in the blank provided.

1. Motor Coordination a.

b.

2. Clerical Perception
c.

3. General Aptitude
d.

4. Verbal Aptitude
e.

5. Spatial Aptitude
f.

6. Manual Dexterity Aptitude

7. Form Perception g.

8. Numerical Perception h.

9. Finger Dexterity
i.

10. Eye-hand-foot Coordination j.

11. Color Discrimination
k.

Interpersonal skills
Verbal skills
Aptitude tests
Mathematical skills
Reasoning skills
Manual dexterity skills

one may find success, identify the
that correctly identifies the terms

Closely related to the ability to do well in school.
To see how an object shown in a flat drawing or picture
would actually look in three dimension.
Making the eyes and hands or fingers work together to
perform certain tasks.
Understanding how words relate and the meanings of whole
sentences and paragraphs.
Using the hands to perform such tasks as: band director,
building models, furniture making, grooming pets, etc.
To notice detail in pictorial or graphic material and to
make visual comparisons. It also includes seeing differences
in shapes and figures or in the width or length of lines.
To observe differences in printed or written copy, proof-
read words and numbers, and avoid careless numerical errors.
Moving the fingers to work with small objects rapidly and
correctly, e.g. surgery and dental work, typing and short-
hand, playing the piano.
Includes solving arithmetic or story problems.
Seeing likenesses or differences in colors or shades. Iden-
tifying or matching certain colors. Selecting colors which
go well together.
Moving the hands and feet together in response to visual
signals or observations indicating the need to react e.g.
airplane piloting, driving motor machines and vehicles.

TEST ITEM 001-05-03

INSTRUCTIONS TO STUDENTS: The sentences below pertain to aptitude.
that is provided. Write the correct letter in the blank to the left

1. Knowing your own aptitudes gives you an idea of the
or with which you can learn

the tasks of an-TER5TRiii.

2. Knowing your aptitudes can help you or
the occupations you arel5Floring.

3. You can learn more about your aptitudes by looking
at your and
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Choose your answer from the word list
of each sentence.

a.

b.

c.

d.

e.

f.

g.

h.

Confirm
Question
Achievements
Present abilities
Ease
Difficulty
Interest
Abilities
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CHAPTER VI EMPLOYMENT TESTS

OBJECTIVE: The student will gain an understanding of the nature
and purposes of employment tests and how to prepare
for and take them.

RATIONALE: Employment testing is an accepted and growing practice,
particularly in the business and industrial worlds. A
basic understanding of how tests benefit employers and
employees is an important part of getting a job, and
knowledge of the art of test-taking can be a vital aid
to securing a satisfying placement in the world of work.

STUDENT ACTION: 1) Studying different types of common employment
tests and their purposes.

2) BecOming familiar with different aspects of taking
tests.

3) Practicing taking tests.

4) Taking the General Aptitude Battery Tests (GATB)
and revlewing results.
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LESSON NO. 17 EMPLOYMENT TESTS

COMPETENCY: The student will be able to name different kinds of
tests and define their purposes.

SUPPLIES: Sample tests, handouts.

STUDENT ACTION: The student will study different kinds of tests and
inventories and discuss each in class.

PERFORMANCE CHECK: The instructor will elicit proper responses when list-
ing common charactcristics and request the appropriate
test for each.
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EMPLOYMENT TESTS

RATIONALE

The major purpose of employment tests is to determine whether you have
the aptitudes, interests, and skills to perform a certain kind of job. In
the case of personality.tests, they may alsc determine whether you can fit
into an organization. Many employers consider testing to be very useful
because poorly selected employees increase expenses and decrease income.
Because an employee may be dissatisfied because he/she is unqualified or
over-qualified, it is well to discover what tests measure before hiring
takes place.

Because many positions require long training periods, it may be some
tine before new employees can be fully productive. If they quit or are
fired during or shortly after the training period, both the employer and the
employee lose. The employee's loss is especially bad because he/she has
to begin again with a negative experience on the record.

TESTS YOU MAY EXPECT TO TAKE WHILE.JOB SEEKING.

,Intelligence Test

PIobably the, most common test is the I.Q. test. I.Q. means intelligence
quotient. These tests may be called several things: "problem solving,"
II capacity to learn," "test of adaptibility," "ability to adjust to new
situations," and so on. The purpose of I.Q. test is to measure capacity
to learn. Most intelligence tests are "power" tests. They become pro-
gressively more difficult. So, don't expect to be able to answer all
questions correctly in the time provided. Nobody does. Your score is
compared with "norms." That is, the employer determines how you have scored
in relation to others who have taken the test.. You may be compared with the
general population, high school graduates, or only employees who took
the same test before they were hired.

Tests for Mechanical Aptitude or Ability

These tests are administered primarily to applicants for jobs which
require manipulative skills. You cm expect simple tests, such as assembling
nuts and bolts, placing geometric forms into matching-receptables, and
tracing a maze: Applicants for skilled or semi-skilled jobs may be tested
for other factors. Some of these are physical endurance, hand-eye coordina-
tion, facility with certain tools, and tolerance for getting dirty.

Aptitude Tests

The basic purpose of aptitude tests is to measure potential. Aptitude

tests measure inherent qualities, not achievements. Aptitude tests attempt
to predict potential to accomplish. It is assumed that present performance
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is a good indicator of future performance. As high school grades provide a
measure of how well one will do in college or other learning situations,
aptitude tests indicate potential for various things. Some areas measured
by aptitude tests are: manual dexterity, clerical tasks, reasoning, numerical,
or language.

Interest or Psychological InventOries

These questionnaires are not considered tests, since all you are required
to do is list a preference, and a preference cannot be considered right or
wrang. You can expect questions which indicate preferences. For example,
would you prefer to: (choose one)

a) play tennis
b) browse in a bookstore
c) play a musical instrument

Answers to a series of such questions may provide clues regarding the
nature and degree of your interest in such job-related areas as: selling
or persuasiveness, public contact, repetitive or routine tasks, responsibi-
lity or supervisory duties. When taking such "tests" be completely truthful.
Most interest inventories have built-in checks which tell the employer
whether you are consistent in your answers.

General Aptitude Test Battery (GATB)

One of the most valued and widely used series of aptitude tests is the
General Aptitude Tests Battery (GATB). It is regularly administered, free
of charge, by the Illinois State Employment Service. School counselors and
employers know of this free testing service and often refer people to it.

The GATB consisbs of rwelve separate sections. Some sections "paper and
pencil" tests. Others are of the mechanical aptitude variety. The battery
measures potential in nine areas. These are described in ISES literature
as follows:

1) intelligence - General learning ability. The ability to "catch on"
or understand instructions and underlying principles: the ability
to reason and make judgments. Closely related to doing well in*
school.

2) Verbal Aptitude - The ability to understand meanings of words and
the ideas associated with them, and to use them effectively. The
ability to comprehend language, to understand relationships between
words, and to understand meanings of whole sentences and paragraphs.
The ability to present information and ideas clearly.

3) Numerical Aptitude - Ability to perform mathematical operations
quickly and accurately.
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4) Spatial Aptitude - Ability to think usually of geometric forms and
to comprehend the two-dimensional representation of three-dimensional
objects. The ability to recognize the relationships resulting from
the movement of objects in space.

5) Form Perception - Ability to- peiceive pertinent detail in objects
or in pictorial or graphic material. Ability to make visual com-
parisons and discriminations, and to see slight differences in
shapes and shadings of figures and widths and lengths of lines.

6) Clerical Perception - Ability to perceive pertinent detail in verbal
tabular material. Ability to observe differences in copy, to proof-
read words and numbers, and to avoid perceptual errors in arithmetic
computation.

7) Motor Coordination - Ability to coordinate eyes and hands or fingers
rapidly and accurately in making precise movements with speed.
Ability to make a movement response accurately and swiftly, probably
related to reaction time.

8) Finger Dexterity - Ability to move the fingers and manipulate
small objects with the fingers, rapidly and accurately.

9) Manual Dexterity - Ability to move the hands easily and skillfully.
Ability to work with the hands in placing and turning motions.

Anyone can take the tests. Although they are generally administered
to persons seeking a job for the first time, they are also used to determine
ability in those who want to change to a line of work in which they have had
no experience. They are also used for those considering vocational training.

Special Aptitude Tests

Specialized aptitude tests are used when specific qualities are essential
to job success. Aptitude for one or more foreign languages, sales workt human
relations, chemistry, hearing acuity, and other things are tested by some
employers.

Clerical Tests

Clerical tests are administered to individuals seeking work as secretaries,
keypunch operators, file clerks, computer operators, bank tellers and clerks,
and other positions which involve mathematics or clerical procedures. Examples
are typing and shorthand tests, number checking, alphabetizing, word problcms,
and arithmetic facts and speed.

Personality or Adjustment Tests

The major purpose of these tests is to determine whether you have
qualities and characteristics thought to be necessary to a given position.
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Some employers test to determine whether applicants can "fit in" with others
in the same and related job classifications. These tests measure faCtors
such as:

Cooperation Extroyeriion
Aggressiveness Introversion
GenerSl Activity

Adjustment
Nervous Tendencies

No kinds of tests are more controversial. But, no matter. You may
have to take a personality test and you can do well.
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LESSON NO. 18 PREPARING FOR EMPLOYMENT TESTS

COMPETENCY: Given the content of this lesson, the student will be
able to approaCh common test forms with knowledge of
how to maximize'scores.

SUPPLIES: Sample tests, handouts, test item transparencies.

STUDENT ACTION;

PERFORMANCE CHECK:

1) Studying methods of improving test scores.

2) Practicing taking typical tests.

3) Discussing problems associated with measurement.

Given a pretest and post-test, students will score
significantly higher on the post-test after having
completed this lesson.
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PREPARING FOR EMPLOYMENT TESTS

People who are truly capable of.passing tests often fail because they
do not know how to approach test.sitUations. This lesson provides tips on
how to take tests to maximize seekes

Attitude, time of day, health -- these and other factors are important.
If you learn to control them, you will benefit greatly.

Time of day is important because each person has a "peak" period when
he/she operates most efficiently. If possible, arrange to be tested during
the time you are sharpest.

Get plenty of rest so that you will be alert rather than in a stupor
because of lack of sleep. Relax before the test. Arrive a little early
so you will not.be rushed and flushed.

Bring ample materials and equipment If pencils, paper, eraser, pocket
calculator, or other things are needed, bring more than enough and plan for
emergencies. This is especially important if the test, is timed. Not having
an extra pencil on a timed test could reduce your score.

If you have a choice of where to sit, consider such factors as light,
noise, and space Are you close enough to hear well? Can you see? Are

you comfortable?

If you will be in the test situation for .a long period without a break,
take a cnady bar or some ether food and perhaps a thermos with a soft drink
to pick you up.

Test 'Preparation - How to Study

There is little that you can do to prepare fer many tests, especially
aptitude or interest inventories. You :an prepare for achievement tests;
you should review your time schedule and plan accordingly.

It is best not to cram. Review well in advance. An important examination
cannot be studied for.in one sitting. You need to review each area of the
examination carefully allowing time for knowledge to "sink in." If possible,

get a sample of test items so that you can get a "feel" for the types.of
questions to be asked.

Have someone else quiz you en the material to be covered.

Taking Test

ALWAYS READ DIRECTIONS CAREFULLY AND ASK THE EXAMINER TO EXPLAIN WHAT
IS EXPECTED OF YOU IF INSTRUCTIONS ARE NOT CLEAR.

961
1 0 1 3



1) Is it a timed test? If so, what is the time limit? Will there be
any warning given before the end of the test? Wear a watch to help judge
the time. If the test contains more than One section, find out if the
various sections will be timed separately. Know whether you are to go on to
the next section when you have finished with one. This ig important, because
some sections will be more difficult than others.

2) What test.aids are you allowed to use? Scratch paper? Pocket
calculator? Don't handicap yourself. Use everything permitted.

3) Look at the entire test before attempting it. Pay special attention
to directions which tell how to mark answers to sample quescions, and to
other

4,

guidelines for taking the test.

Some tests require unique approaches. You can score better by observing
the following:

True - False

Find out how the test will be scored. If your score will be the number
right, answer all questions and guess true when you don't have a good reason
for marking false. If your score will be right minus wrong, answer only the
questions you are sure of.

Be extremely careful of the wording on true-false questions. Certain
words make nearly any statement falat. Absolutes such as "never", "always",
"all", "forever", and superlatives such as "highest", "smallest", and "fastest"
are usually indicators of a falsehood, because order for a statement to be
true or false, an absolute condition must exist when these words are used,
and it takes only a single exception to disprove them.

Multiple - Choice

This type of question requires you to choose from among three, four or
five answers. Many tests require you to select the best answer - even if
none is correct.

An example is:

Eighty (80) divided by two (2) is:

(a) 4.0
(b) 400
(c) .40

(d) none of the above.

Of course the answer ls (d). This question illustrates the necessity
of reading all questions carefully. Scrutinize choices and eliminate the
obviously wrong ones.' If you're not really sure of the answer, an "educated
guess" might be worth the risk. If there is no penalty for wrong answers,
mark "b" each time you have no knowledge of the right answer.
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Completionlusstions

Completion questions are most difficult to answer because you must know

the absolute answer and cannot guess. One type of completion question Is:

"A famous Civil War Ceneral-wno became President of the United States
was

Key points to establish for questions of this type are:

(1) Can you guess or will there be a penalty for wrong atswers? Many

times there is no penalty and the answer will be counted wrong whether you
respond incorrectly or offer no response at all.

(2) Many times length of the spaces provided for the answer will be a
clue to the proper word. In the example, the answer is a three-word name,

and a correct guess would be Ulysses S. Grant.

Sensitivities to subject-verb agreement will often help. A plural

verb takes a plural answer. The article preceding the answer may also be

helpful: "a", "an", "the".

MatchinK

This type of question requires you to match items in one column with

items in another. The answer column often contains more words than the
question column so that you can't get the last one by elimination. Some

tests require you to use the same answer several times. Find out the ground

rules and answer accordingly.

ssay

Essay questions are designed to determine how well you know a Specific

subject and how well you can organize your answer.

Do not approach essay questions too hurriedly. They often count more

than other sections of the test. aead questions carefully to deu:rmine what

is desired. Is the answer to be detailed? Are dates and other factual

material neede? Are you to make comparisons? Are you to devekp s4mething?

If you are allowed scratch paper, jot down an outline ef what you

propose to write. Underline key words in your answer to guide the scorer.

Give specifi- examples where possible to illustrate or fortify your answer.

Use good grammar and check to see that you have spelled properly, punctuated

as needed, and written legibly.

Other Tips

The importance of reading, directions carefully, knowing how the test is

to be scored, ana planning your approach cannot be over emphasized. Do not
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spend too much on one question (go on and return'later to items you have
not answered). Even though the most difficult questions are found near
the end of most tests, you may be able to answer sone or most of them.
Answer first those questions of whidh you are sure. If you have time, go
over unanswered questions. Then.de your guessing.
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CHAPTER VII JOB INTERVIEW

OBJECTIVE: The student viii be able to participate in a job inter-
view, providing the prospective employer with information
about his/her qualifications and strengths with regard
to a particular position. The student will be able to
effectively communicate information as well as learn
about the employer and the position from the interviewer.

RATIONALE: The interview provides an opportunity for 1-to-1
communication between the prospective candidate and the
employer. It is important that the candidate effectively
present his/her qualifications with regard to the given
position for the employer's evaluation. The job
interview is a critical point in a job search. This
one conversation can be the determining factor in job
seeking.

This chapter includes 3ensons which prepare the student
for participation in a jot interview to enhance the
actual interview situations.

STUDENT ACTION: 1) Learn to prepare one's personal appearance for a
job interview.

2) Prepare needed data and plans for a job interview.

3) Be familiar with problem questions and prepare to
handle them taCtfully.

4) Know the stages of a job interview.

5) Participate in simulated interviews.

6) Arrange for a job interview.

7) Carry out the necessary follow-up after the
interview.
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LESSON NO. 19 PERSONAL APPEARANCE FOR JOB INTERVIEW

COMPETENCY: Given the standards outlined in this lesson, the
student wi'XI prepare himself/herself for the job
interview"With regard to personal appearance (i.e.
grooming, clothing, personal action).

SUPPLIES: The instructor will supply each student with a copy
of the following information:

Personal Appearance

Grooming: *Be neat and clean
*Check clothing, hair, nails, ears, etc.
*Freshly bathed
*Use deodorant
*Hair neatly trimmed mad combed
*Brush teeth - fresh breath

Clothing: *Dress conservatively
*Avoid clothing styles that will detract
the interviewer's attention from you
as a person

*Clothing should be clean and pressed
*Suggested clothing for men:
dark suit (blue, dark grey, brown)
black or brown shoes (clean, not overly worn)
light shirt
plain tie
dark socks
no sunglasses
(remove your hat!)

*Suggested clothing for 0;omen:
dress, suit, pant suit (not too casual)
stockings
low-to-medium heeled shoes
no sunglasses
shoes clean and not overly worn.

How do
you feel: *Get a good night's rest the night before

the interview.
*If you are ill, call and postpone your
interview if possible

The way
to act:

What you
say:

*Be natural
*Be yourself
*Don't slouch - use good posture
*Be pleasant
*Be wide-awake intelligent listener
*Don't appear too tense or too relaxed!

*Practice voice control
*Use good diction
*Use correct grammar
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STUDENT ACTION:

PERFORMANCE CHECK:

What you do: *Be poistd
*Watch your manners (these are as
important as your qualifications)

*Don't do anything that would offend
those you want to impress

*Control your emotions
*Don't smoke or chew gum
*Do ask pertinent questions
*Don't sit down until the interviewer
asks you to be seated

The student will study the information on personal
appearance.and discuss the importance of personal
appearance.

The instructor will evaluate students' understanding
of the information via class discussion and a practice,
personal appearance day (each student will come to
class as if going to an interview).

NOTE: Give this section the mirror test. "Mirror, mirror on the wall,

who's the most appropriately dressed of all?"

Don't overcompensate tension with an "I could care less attitude!"
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QUESTIONS FREQUENTLY ASKED'

Given a list of questions frequently asked in job
interviews, the student will answer (in his/her own
words) concisely'to the satisfaction of the instructor.

The instructor will supply each student with a
copy of the following:

1. Tell me a little bit about yourself?...
2. Your family?
3. What are your future vocational plans?
4. In what school activities have.you participated?
5. Which did you enjoy the most?
6. Now do you spend your spare time?
1. What are your hobbies?
S. In whaf type of position are you interested?
9. Why do you think you might like to work for

our company?
10. What jobs have you held?
11. What courses did you enjoy?
12. What do you know about our company?
1.3. What relevant training have you received?
14. What are your ideas on salary?
15. How interested are you in sports?
16. Can you forget your education and start from

scratch?
17. Do you prefer any geographic location? Why?

18. How much money do you hope to earn at age 30? 35?

19. How did you rank in your graduating class?
20. What extra curricular activities did you

participate in? Do you think they were worth
the time you devoted?

21. What do you think determines a person's progress
in a good company?

22. Why do you think you would like this particular
type of job?

23. What is your father's occupation?
24. Are you looking for permanent or temporary work?
25. Do you prefer working with others or by

yourself?
26. What kind of boss do you prefer?
27. Can you take instructions without feeling upset?
28. What have you learned from some of the jobs

you have held?
29. What interests you about our product or service?

30. Were you in the military?
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STUDENT ACTION:

PERFORMANCE CHECK:

31. How long do you expect to work?
32. Which of your school years was most difficult?
33. Do you like routine work?
34. What size city do you prefer?
35. What'ayour major weakness?
36. Defihe cooperation.
37. Do you have an analytical mind?
38. Are you eager to please?
39. What do you do to keep in good physical condition?
40. Have you any serious illness or injury?
41. Are you willing to go where the company sends

you?
42. Is it an effort for you to be tolerant of persons

with a' background and interests different from
your own?

43. What types of books and magazines to you read?
44. Do you plan to return to school?
45. Do you like to travel?
46. How about overtime work?
47. What kind of work interests you?
48. To what extreme do you use liquor?
49. What have you done that shows initiative and

willingness to work?

Students will study the list of questions and be
familiar with them. Students will be able to respond
appropriately to these questions.

The instructor evaluates the student's knowledge by
class discussion and practice questions, allowing
time for review and practice.

NOTE: Use a resource person from industry or business. Have him/her
interview students for practice. Make arrangements to use an
office with waiting room and receptionist.

"Question Grab-bag" - pair students off - 1 picks a question -
other one answers. Follow with group decision.
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LESSON O. 21 PROBLEM QUESTIONS

COMPETENCY: Given a list of problem situations, questions, and
suggested solutions, the student will respond
appropriately.

SUPPLIES: The instructor will supply each student with a
copy of the following information:

General

It is very easy to be "put on the spot" in a job
interview. This usually occurs when the inter-
viewer asks you a tough question that you are unable
to answer without giving the matter considerable
thought, or perhaps not able to answer at all. Either
way, it may look bad.

That's why it is so important that you are prepared
for the kinds of questions that you may be asked,
especially the tough ones like:

"Why do you want to work for this company?"

"What is the real reason you left your last job?"

"What do you have to offer us?"

"How much do ---,I figure you're worth?"

Unless you'r9 i,epared to answer these kinds of
questions, you,are likely to be stumped at some
point during the interview.

Here are some sample situations and some suggpst2d
ways of dealing with them:

Work History

If you know that a former employer will not give you
a good reference, it's good to make note of that fact

from the first, making a clean breast of things, and
explaining why you were not suited for the job. Sug-

gest that some of your other references and former

employers may have some much better things to say
about you.

If you have had a "hopscotch" job history in which
you jumped from job to job, you might explain that

you were interested in exploring different kinds of

work roles and that you are sur2 that you have finally
found the kind of work vou are suited for.
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Lack of Education

If you are lacking in portions of formal education,
or if you are deficient or weak in particular academic
areas, don't try to hide it. For example, if you are
poor at writing and spelling, the fact that you are
willing to admit it shows you are aware of your problems
and are likely to work upon improvement. If you intend
to get more education, that's a good selling point.

About Pay

Even if the paycheck is one of your uppermost concerns
at the present, you should not appear to be overly
interested in money. Be modest, explaining that pay
is not the most tmportant consideration. More important
in the long run is the amount of opportunity that a
job offers. Show that you ambitious and expect to
earn and receive promotions, but as a starting pay
would be satisfied with a comparatively modest salary.

Physical and Mental Problems

If you have a handicap of any kind that may affect your
performance on the job, be sure to mention it o the
interviewer, but be careful not to undervalue your
capabilities. After all, you wouldn't be interviewing
for the position if you didn't think you could do it,
would you? Actually, because of affirmative action,
which you will be studying later, it may be very much
to your advantage to disclose any handicaps you may
have.

Special Personal Problems

Just about everyone has an Aspect of his/her personal
life they don't like to talk about--the proverbial
"skeleton in the closet". It may be family problems,
problems in school, problems with the law, or other
personal problems. You may be sure that the interviewer
will be very interested in discussing these with you,
so be prepared to give an accounting of them during
the interview. Never lie. Show how you've taken steps
to overcome or to live with the problems. If the
problem is such that it will in no way affect your
performance on the job, you may elect simply not to
bring it up. Frequently, it's better not to volunteer
certain kinds of information, but instead to be ready
to deal.with the issue, should it ever come up.
If the problem is such that it may affect your per-
formance on the job, or is the kind of thing that will
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STUDENT ACTtON:

PERFORMANCE CHECK:

eventually come out into the open anyhow sooner
or later, it is best to deal with it from the very
first, covering it very briefly and then moving on
to something else.

The student will study these prOblem situations
which can arise in Joh Interview and discuss how
bent to handle them.

The instructor will evaluate student's knnwledge of
these problems and recommend solutions by class
discussion.
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LESSON NO. 22 THE INTERVIEW FROM YOUR SIDE

COMPETENCY: The student will become more familiar with what
to expect in a typical job interview situation and
will'become aware of the necessity of being able to
handle various approaches frequently encountered
when being interviewed for a job.

SUPPLIES: Handouts

STUDENT ACTION: 1) RevieWing interview situations frequently
encountered in the job search.

PERFORMANCE CHECK:

2) Comparing different ways of responding to
particular job interview situations.

3) Discussing common interviewing techniques and
ways of handling them.

The student is able to draw from personal experience
or his or her imagination several different examples
of types of interview situations and describe the
ways of effectively dealing with them.
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THE INTERVIEW FROM YOUR SIDE

First of all, you must rid yourself of the notion that all the
people that will be intervieWiug you will know what they are doing.
Chances are, they won't.

People who conduct interviews are not always very knowledgeable about
interviewing techniques, since most conduct interviews only as a necessity
to fill a job opening. Many are inept listeners; others are confusing,
hard to understand speakers.

You shouldn't let their role as interviewers intimidate you, though.
Instead, try to establish a rapport between you by putting yourself in the
interviewer's shoes in order to do your best in helping him or her to
conduct a successful interview.

You won't have to go on too many job interviews before realizing that
no two are alike. Even though each is unique, most interviews seem to
fall into one of several descriptive'categories such as:

"The Factfinding Approach"

Situation: the interviewer continues to intently read and reread your
resume or application as if to memorize it, then coldly fires a series
of very pointed questions about your motives, personal background, and
experience.

Usual response: With no rapport being established, you continue to try
to answer the rapid-fire questions, without understanding the interviewer's
purpose; you get more and more nervous, feeling as if you are on trial;
you become more and more defensive, which causes unfavorable feelings with
the interviewer.

Another response: This interviewer may have known the proper criteria
for use in ielecting an employee, but apparently knew less about how to
use the interview for evaluating prospective employees. The "factfinding"
approach is poor because the interviewer won't get to know you as a person

very well at all.

When you run into this type of approach, a good strategy is to try
getting the interviewer to talk. Do so by answering the questions
with comprehensive statements of facts, examples, and specific accomplish-
ments. Do not give any one-word or single-word sentence answers to any

question. Your.task is to engage the interviewer in discussion and to
get him or her away from the courtroom. As you offer longer answers, the
interviewer will probably become more relaxed and you will have more

likelihood of success.
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"You're a Customer"

Situation: The interviewer puts your resume aside and in talking about
the company, soon lapses into his or her favorite sales talk.

Usual response: Frustrated, you listen to the sales talk while waiting
for the topic to turn to you. and the job opening. It never does and you

leave, uncertain as to why you came and wondering if the interviewer
paused long enough to even get your name right.

Another response: Listen carefully to the interviewer, listing all the

points being made. Use questions to guide the interviewer's comments to
areas of interest to you, but don't attempt to intervene.

When the interviewer starts 'repeating points previously made, it is
time to.act. Start by summarizing the major points of the interviewer's

presentation. You might say, "Let's see if I've gotten what you've been

telling me correctly...".

The interviewer may have given the sales talk to determine your
interest in his or her type of organization or to inform you of its operation
to test your grasp of the situation.

Your task here is to gain a mutual understanding of the company's

needs. Once that is Accomplished, you can address each of them and show
how your abilities, expetience, and interests would help satisfy those

needs. This is the time for you to do most of the talking, so concentrate

on those aspects of your qualifications which directly meet the needs of

the company, rather than discussing your complete resume. You are showing

the interviewer how the company's needs will be fulfilled by hiring you.
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"Do-it-yoursel f Interview"

Situation: The interviewer throws you the ball and doesn't seem to want
it back. Opening with something like "WU, what can I do for you?" or
"What questions do you have about the jr-JJ or the company?", the interviewer
obviously wants to take a back seat in the interview.

Usual response: Little rapport is usually established, and the interviewer
gropes through a somewhat rambling dissertation on his or her resume and
career aspirations until the interviewer, apparently having heard enough,
summarily indicates the interview is concluded.

Another iesponse: The interviewer is very probably inexperienced or inept
at conducting an interview, or both. In a case like this, you should help
out by taking-charge of the interview in an appropriate f,shion. Start
with questions aimed at getting the interviewer to tell you all about the
company and especially about the area of interest to you. Use each of the
responses, if necessary to trigger the next question. Be sure to note all
the major points brought out by the interviewer, for later use in selling
your qualifications, and some you'll have established rapport and on Our
way to a successful interview.

"The Quickee"

Situation: The interviewer obviously very pressed for time for one
reason or another and seems distracted because of it.

Usual response: You shake hands, have a seat--and just when you've warmed
up a little by answering one or two peremptory questions, the interviewer
is ushering you toward the door with the usual "Don't calf us; we'll call

you..."

Another response: Sometimes an interview goes quickly, because the minute
the employer saw you or glanced at your resume or application, you were
written off as not being right for the job. In this case, there's probably
not much you can do about it. But many times a quick interviewer is again
simply someone who doesn't know how to interview people. They just go
through the motions. relying upon the interviewee to help out. By being
assertive and by giving comprehensive answers with examples and plenty of
reterences to your accomplishments, you will frequently be able to overcome
such a situation. In a case like this, it's up to you to determine from the
onset of the interview whether the interviewer is genuinely pressed for
time. If so, try to reschedule your interview; if not, try to draw the
interviewer oUt.

There are many more different types of interview situations than those
given above; in fact, every interview is unique and therefore is different
from all others. The purpose of this lesson, however, has been to acquaint
you with several characteristics of common interview situations and
recommend some appropriate responses to them.
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NOTE: In many ways, an interview is like a game--a serious one, it's
true--but one nonetheless with certain rules that must be followed
and ways of scoring points by using the right kinds of moves. The
rules of interviewing will be covered in the following chapters,
but as in many games, the, moves will be up to you. So as you
are reading about the interview 'process try to imagine what would
be going on in a real interview. And when you are practicing the
interview, take it seriously and make it as realistic ad possible--
because sooner or later, you will find yourself sitting in an
employer's office, this time playing for real.
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LESSON NO. 23 THE INTERVIEW FROM THE OTHER SIDE

COMPETENCY: To develop an appreciation of the many factors that
go together in the making of a successful interview--
common'reaions why applicants fail to be hired, the
criteria generally used in evaulating job candidates
in the interview, and the different things that turn
interviewers off.

SUPPLIES: Handouts

STUDENT ACTION:

PERFORMANCE CHECK:

1) Studying the different factors involved in the
intervlewer's evaluation during the job interview.

2) Discussing traits, qualities, and attitudes--
both good and bad--that come in play during
interviews and evaluating them.

3) Developing recommendations for overcoming negative
factorg.

The student will be able to give examples of negative
factors frequently encountered in the job interview
and will be able to Cite ways of dealing with them.

978

1030



THE INTERVIEW FROM THE OTHER. SIDE

The interview from the other side of the desk isn't so easy, either.
Interviewing people for jobs frequently involves seeing and evaluating a
great many applicants in one day,. and it is often a trying task. The

most common reasons for not being able to place applicants in a job are:

1) Poor attitude
2) Unstable work record
3) Bad references
4) Lack of self-selling ability
5) Lack of skill and experience
6) Not really anxious to work
7) "Bad mouthing" former employers
8) Too demanding (wanting too much money, or to work only

under certain conditions)
10) Unable to be available for interviews or cancelling out

Are any of these qualities pertinent to you? If so, you should
consciout3ly and constructively work to improve upon them. You may want

to "slant" your resume and overall job hunting approach to minimize certain

of the qualities you can't actively control, such as being too specialized

in a low demand area.

It is generally agreed that most employers are apt to evaluate you in

an interview according to the following general criteria:

1) Appearance
2) Personality, "people" skills, attitudes, poise

3) Knowledge of job, education and experience

4) Drive, enthusiasm, interest, attitudes
5) Cood references
6) Complete, well-organized application or resume

7) Stable work record reflecting growth

From this list, which isn't necessarily in the order of importance,

you can nonetheless see that while skills, educations, and experience are

areas in which you will be evaluated, other qualities may be equally if

not more important. From the employer's point of view, skills may always

be taught, thereby providing education, and experience can always be

developed. The other things--like character, personality, attitudes,

enthusiasm--can't be taught or provided by the employer.

Here are some of the things commonly encountered by interviewers

that tend to "turn them off":

1) Poor appearance
2) Poor attitude
3) Lack of manners and personal courtesy
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4) Chewing gum, 'smoking, fidgeting
5) No attempt to establish rapport; not looking the iucerviewer

in the eye
6) Being interested only in the salary and benefits of the job
7) Lack of confidence; being evasive
8) Poor grammar, use of slang
9) Immaturity
10) Not having any direction or goals

NOTE: Interviewers prefer people who are interested in the job, the
company, and the company's goals rather than persons who seemingly
are interested only in what they have to do to receive a certain
amount of money. Interviewers prefer persons that can skillfully
uphold their part of the interview process, so that the result ot
the interview is a gives-and-take of meaningful dialogue, and not
just a bunch of rambling, disorganized conversation.
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LESSON NO. 24 THE DO'S AND DON'T'S OF JOB INTERVIEWING

COMPETENCY: To give the student a working knowledge of the
conventions, practices, and demeanor associated
with the job.interview process, instilling within
him or her a value of what is proper when being inter-
viewed for a job.

SUPPLIES: Handouts

STUDENT ACTION:

PERFORMANCE CHECK:

1) Studying do's and don't's of job interviewing.

2) Developing lists of related do's and don't's.

3) Discussing the various pitfalls of the interview
process.

4) Criticizing simulated interviews.

The student is able to distinguish between what is
proper in an interview, what is not, and is able to
cite examples under different interview conditions.

9811033



THE DO'S AND DON'T'S OF JOB INTERVIEWING

The purpose of the job interview is to enable the final selection of
a single applicant for a given job. Many persons will usually apply for
an opening, some of them with impressive qualifications, but the results
of the interview ultimately determine who wins the job end who doesn't.
Frequently an intial interview will weed out all but a handful of applicants,
and a second interview is required in order to reach a final decision.

Who wins, and who.loses? Obviously, an important factor in the final
outcome is how well an applicant handles his or her portion of the inter-
view. While each interview situation is unique, at the same time there
are certain guidelines and conventions which are applicable to all interviews.
The following pointers are a summary of tips usually given by experts'in
the field:

1) Dress in attire that is appropriate for the situation. Leave
your flashy clothes in.the closet and instead wear the.more conservative
ones. Be neat and proper, with cLean fingernails, a sparkling smile, and
pleasant attitude.

2) Watch how you comport yourself. Maintain poise, good posture,
and proper bearing. Stand tall; sit up straight. Don't fidget or slcuch--
but also appear relaxed and confident. No smoking or chewing sum.

3) Have a firm handshake and look the person in the eye. Be
businsslike and assertive, but not aggressive.

4) Let the interviewer lead, and as early in the game as possible try
to determine what is expected of you so that you will be able to carry off
your part of the interview successfully. Usually you should give a
specific answer to a specific question and answer a general question with
a general answer.

5) Never seek a job by saying you can "do anything". Always have
your objective in mind.

6) Pay attention to your voice. Speak loudly enough and enunciate
distinctly. Make your voice reflect confidence and purpose.

7) Use proper speech, avoiding slang, offensive language, and bad
grammar. Prove yourself as a person skilled in the art of communication.

8) Always get the interviewer's name right and use it where appro-
priate during during the interview.

9) Go alone. No exceptions.

10) Let the interviewer know what you have to offer the company.
Dont' brag or exaggerate, but don't be too modest, either.
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11) Be enthusiastic, alert, and interested. Take an active part in
the interview and do your share in establishing rapport between the two of
you.

12) Don't be afraid to admit you don't know something if asked. Don't
be a know-it-all.

13) Don't be critical of former employers or fellow workers.

14) uon't bring up personal and financial problems.

15) Watch.your timing in asking key questions such as salary, benefita,
and vactions.

16) You will usually be asked at some point if you have any questions,
so you should be prepared. Ask questions about promotional opportunities,
the company, or about the job itself. This will help to show interest on
your part.

17) At the end of the interview, if you aren't told when the decision
to hire will be made, ask.

18) The interviewer is alway the one who decides when :be interview
is over. Always end ...;our part of the interview with courtesy and grace.
If you .are told that you ?won't be getting the job, find out why so that you
may be able to possibly prevent its happening again.

19) Be sure to have with you anything you may need at the interview,
such as certificates, licenses, etc.--it's also a good idea to take along
an extra copy of your resume.

20) Relax, be natural, be yourself.
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LESSON NO. 25 THE SIMULATED INTERVIEW

COMPETENCY:

SUPPL/ES:

The student will be able to apply the concepts of
successful interviewing in practice situations which
will be criticized by class discussion.

Handouts or verbal instructions outlining the elements
of typical-interview situations to guide-the students
in the simulated interviews. Each practice interview
should consist of one student playing the role of the
interviewer and another assuming that of the job
apOlicant. The role-playing interviews should be
brief, as realistic as possible, and should be followed
by an informed class critique and discussion aimed.
at providing both a greater understanding of the
accepted principles of job interviewing and a general
evaluation of each student's job interview approach
and techniques. Here are some example situations:

Walk-in Interview

You have learned that Mr. Jones, the owner of Sun-
shine Enterprises, may be looking for additional
employees. The company, which is a small but growing
manufacturing and supply concern dealing in automotive
parts, has a division for sales, production, delivery,
and office functions and presently employs about forty
or fifty people. You don't know what kind of help
Mr. Jones may be looking for--if indeed he is at all--
but your job objective indicates that you are interested
in a bookkeeping/accounting position, since you have
had sone experience along this line in keeping books
for your father. According to his secretary, who is
at this minute escorting you to Mr. Jones' office, now
is a good time to talk with him. Naturally, you are
presentably dressed and have a copy of your resume
or CAPS form with you.

The Arranged Interview

You have responded to a promising want-ad by calling
the company; you have met the personnel manager Mrs.
Smith over the phone and have arranged for an inter-
view. The company is looking for a "sales coordinator",
and while you're not too sure of what it is, you're
looking for a job that involves dealing with people in
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a responsible capacity, one that will utilize
your organizational ability and leadership skills
You haven't been able to find out much about the
company except that it is apparently some kind of
large midwestern wholesaling operation that deals in
a wide diversity of medical products. Mrs. Smith
returned your friendliness over the telephone and
you are looking forward to meeting her in person.

STUDENT ACTION: 1) Role-playing a variety of simulated interview
situations.

PERFORMANCE CHECK:

2) Criticizing simulated interviews.

3) Reviewing do's and don't's of interviewing.

4) Di.scussing concepts of successful job interviewing.

The student is able to apply what he or she has
learned about interviewing within a simulated situation
in a competent and professional manner. During class
critique, the students are able to offer perceptive
and constructive critism both for the "interviewer"
and for the "applicant".
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LESSON NO. 26 PREPARATION FOR INTERVIEWS

COMPETENCY: The student will gain an understanding of what will
be expected during the interview process and will be
able to.prepare accordingly.

SUPPLIES: Handouts

STUDENT ACTION: 1) Discussing what is expected in a typical job
interview.

PERFORMANCE CHECK:

2) Discussing common interview pitfalls/problems
and how to prepare for them.

3) Comparing interviews to test.

4) Listing ways of bettering one's probability for
a successful interview.

The instructor will be able to evaluate the student's
skills in this lesson by class discussion and assign
ments listed under Student Action section.

NOTE: Anyone that is not at least a little nervous before being interviewed
by a prospective employer simply is not normal.
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PREPARING FOR AN INTERVIEW

Apart from preparing yourself physically in order to create a favorable
impression on your appearance, it is also wise to prepare yourself mentally
for the interview. Be preparing yourself to provide the kinds of infor-
mation the interviewer will be.searching for che information upon which he
or she will base the fateful decision to hire or not to hire. It is said
that in a good interview, 22m. will do eighty percent of the talking.

The interviewer will discuss with you the answers you have given on
your resume or on the employment application, He or she will enlarge your
answers in order to draw you out in more detail, attempting to discover
the following things about you:.

How you express yourself
The extent of your vocabulary
Your mannerisms
Youf ability to "think on your feet"
Your basic temperament
Your ability to get along with others
Your sense.of humor

The interviewer will also be looking for personal characteristics;

Positives

Appearance
Courtesy
Politeness
Sincerity & warmth
Humility
Self-confidence,
poise, and bearing

Method of reasoning
Intelligence
Patience
Enthusiasm & interest
Your grasp of the situation

Negatives

Nervousness
Agitation
Evasiveness
Overagressiveness
Bragging
Down trodden attitude
Unsociability
Antagonism
Personality quirks
Prone to complain

In preparing yourself for the important job interview, you should
spane no pains to do anything that might give you an advantage.

Stay at home the night before, have a simple (no spicy food. to give
you nightmares) meal, go to bed early.
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Get tin in plv or titr ,! have a telexed breakfast and stay relaxed.

Spend the time building your .c'zinfidence and thinking about how you will
handle the questions that are sure to be asked

"Why should we hire .:;j:J,11"

"What are your greatest.accomplishments?"
"What are your strengths and weaknesses?"
"What do you mostly look for in a job?"
"What do you mostly look "nr in a job?"
"How long will it take catch on to this job?"

Try to get an early int a; the time of day or the day of week can
be important.

Try to avoid Monelay morning interviews, interviews immediately before
or after lunch, or intlrviews just before a holiday. Friday morning inter-
views are great if you can manage one. Also, try to arrange the interview
to coincide with your peak phase of the day.

Get the things together that you may want to have with you at the
interview, in case you need them--letters of recommendation, certificates
and awatds, extra resumes or CAPS.forms, trnascripts, note pad and pen, etc.

Learn all you can about the company.

Finally, give yourself the once-over, make,sure you have everything,
and BE PROMPT; not too early; not at all late. Ten to fifteen minutes before
you're scheduled is considered about right.

NOTE: Have you ever thought about yourself as being your own company? You

are, you know. In addition to being president, you're aso vice-president

in charge of management, planning, advertising, marketing, and selling.

In the interview, you must bring all of the functions together in a unified

and highly successful way--your future may depend upon it.

1040
988



Item 11 K.

STUDENT ACTIVITIES

THE SOURCE OF THE FOLLOWING MATERIAL IS:

Illinois Caree. Guidance Handbook
Illinois State Board of Education

Department of Adult, Vocational and Technical Education
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WHO AM I?

Illinois Career Guidance Handbook

features together with one or two statements. Try to get
the students to think about temperaments, abilities, intel'-
eats, values, goals, etc:- When as many similarities as
possible have been lista", distribute the WORKSHEET on
page 20. These sheets are to assist students in identifying
their differences. Be sure to talk with each student when
the sheet is completed.

3. Assist students to develop a process for strengthening weak-
nesses using this procedure:

a. Determine what the problem is.
b. Look at self to determine where fault might lie.
c. Develop several possible solutions to the problem.
d. Try out one of these new plans.
e. Determine if new plan works as you have tried it, if it

needs to be changed some, or if it needs to be discarded
completely and a new approach taken.

4. Study the following character traits. Know their meanings.

Dependable Cooperate Judgment Punctual
Posture Healthy Speudy Honest
Loyal Accurate Flexible Willing
Enthusiastic Criticism Pae.ent Trust
Forgive Tact

Use the WORKSHEET on page Zlas a self-heip activity. You
may want to rate each of the students on the same character-
istics and then compare your responses with those of the
student. Make a list of the characteristics needing improve-
ment, and work with each student to strengthen weak
characteristics.

5. Read this jingle.

"Self-confidence"

If you think you are beaten, you are.
If you think you dare not, then don't.
If you'd like to win, but you think you can't
It's almost a cinch you won't.
If you think you'll lose, you're lost;
For out in the world we find
Success begins with a fellow's will . .

It's all in the state of mind.

- author unknown

Name some famous people who exhibit great self-confidence.
How does one go about gaining a positive attitude about se/f?
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WHO AM I?

SELF-INVENTORY WORKSHEET

DIRECTIONS: Think about yourself. Answer the questions below. Talk with you teacher;
counselor about your mdswers.

Scholastic Record: (Examples: History,. Math, Science, Language, Home Ec., and
other3).

A. My two favorite subjects are:
(Subject) (Reason)

1.

2.

B. My two
1.

2.

least favorite subjects are:

Personal Data: (Examples: athletics, movies, parties, traveling, knitting, TV,
concerts, reading, fishing, cooking, talking, working on cars,
and others.)

A. I am interested most in:
and

B. My outstanding accomplishments are in:
and

C. My favorite activities in school are:
Athletics Movies Parties Traveling Knitting____TV
Concerts Reading Fishing_ _Cooking Talking Others

a

D. MY favorite activities outside of school are:

E. When I think about parents, brothers, sisters, teachers, and other, I get
along best with

F. To sum up my health, I would calr I am in

G. My main weaknesses are that I .

minded Immature Naughty

H. The two things that I value most
Sdhool Possessions
Church Leisure

I. Two activities that I would like
to are

health.

Careless Lazy Moody Absent-
Slaw Name an7 others

are:
Family
Money

Friends
Home Name any others

to participate in but have not been able
and

Occupational Interests

A. Three job fields that are of interest to me are:

1.

2.

3.
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WHO AM I? WORKSHEET

DIRECTIONS: Below are statements about character
yourself. Be honest:. Rate yourself

A m Always
B m Usually

WLIU tu,1

and social traits. Think about
in the following way:

C m Sometimes
D m Seldom or never

1. I am dependable. I do things without being told to do them.
when I am needed.

2. I am

I am there

punctual. I complete my work on time and get to my classes on time.

3. I cooperate with others. I work to help the group complete its work.

4. I show good judgment
over before I decide

.5. I am neat and clean.
are also kept clean.

6. I have good posture.

and use common sense. I get the facts and look things
what to do.

I keep my body and clothing clean. Things I work with

7. I speak Fell. I say my

8. I am healthy. I am not

9. My work is accurate.
to instructions.

10. I am speedy. I can get my work done quickly.

11. I am flexible. I do not get upset or confused by 'changes in my life.
I can quickly learn to work with new people, places, and things.

12. I am honest. I do not lie, steal, or waste materials.

13. I am loyal to my friends. I help those who depend on me and st'L:k tbem
when they need me.

walk, sit, and stand without slouching.

words clearly and loudly enough to'be.heard.

sick very often.

I am careful not to make mistakes. I listen closely

14. I show tact, I say the right thing at the right time and do not hurt people
by thoughtless remarks,

15. I trust other people. I think most people are good and will be of help to me.

16. I am a hard and willina wor%er. I am eager to work long and hard to ger
something done.

17. I am enthusiastic. I am willing and ready to try new things.

18. 7 can forgive others. I do not hold a grudge.

19. I can take criticism from others. I do not get mad easily when someone tells
me what I did wrong.

20. I am patient. I can wait my turn without pushing or shoving to get in front

of others
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JOBS.ARE NO LONGER MALE OR FEMALE

DIRECTIONS: Three laws make sex discrimination illegal. These laws say:

A - Equal pay for equal jobs (Equal Pay Act of 1963):

- You cannot be hired, fired, classified, promoted, etc. on basis of your sex. ntle VII of the Civil Rights Act

of 1964).

C - Schools which receive money from the Federal government cannot treat the sexes differently. (Title IX of

the Educational Amondments of 1972).

Look at the statements below Which law, A, B, or C, is being violated?

1. John is not hired is a legal secretary because all the other employees are women.

2. Nancy and Bob are both dental technicians doing exactly the same work but they do not reoetve the

same wages.

3. Even though Barbara is an excellent baseball player, she is denied a position on the school team.

4. Even though Opal. a cleaning supervisor in a large building has worked there for 20 years, she
receives less pay than her friend, Al , who has been working there for only 15 years.

5. Bonnie wants to take an auto mechanics class to know how to repair her car. Sheis not allowed to

take the class.

6. Even though Bill had more training, experience, and skills, Mae was promoted to head nurse.

7. Betty Lou has a history of safe driving. She was denied a job as a Greyhound bus driver.

8. Paul and Ann, fourth graders, were caught cheating on a test. Paul was spanked; Ann was sent to sit in

the library.

9. Ed and Bea are cooks at the Ritz Hotel. Ed is promoted to chef because people think men make better

chefs than women.

10. Ted, Grant, ano Carol all started work at Happy Harry's Hamburger Hideout on the same day. Tee

and Grant now earn 20c an hour more than Carol even though they WI do the same work.

11. Have you heard about one of these three laws being violated?

12. Which one?

13. If so, what was the situation?
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iliVLOillyeLlt, Le-W.:A4 th

HOW TO INVESTIGATE CAREERS WORKSHEET

DIRECTIONS: Choose a career you want to know more about. Find the answers to the following questions.

I would Ike to know more about

What aro 5 tasks a person in that job does?

How many hours a week will that worker put in on the job?

How muCh education is needed?

What special training iP required?

How Much money does the worker make?

What are the poisibilities for promotion?

Where are these jobs located?

What is the outlook for the future for this job?

(Name of Career)

What are the advantages? What aro the diaadvantageo?

What part of this jobl- least?

What part of this job would you enjo; the most?

How would you rate this job according to your ic,,erests and abilities? (Circle the correct response)

Very Low Low Average Good Excellent
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PITFALLS IN CAREER PLANNING

DIRECTIONS: Ask a worker you know to fill out this worksheet for you.

Name Occupation

PITFALLS

1. How much training did you have for the job you now hold'? (Check one)

No special training except on-the-job t:aining
-Special training (six months or less)

One or two years training
College degree
More than four years of training

-Other (Please specify)

2. When you were in school, what occupation did you think you wanted most?

Why?

3. How many times did you change your mind about this job you wanted most? Why did you
change your mind?

4. List, in order, all the jobs you have had for pay.

5. How do you feel about the job you now hold?

The job I have is terrific! I would not want to change my occupation.
Most of the time, I enjoy what I am doing.
The job is just an average job---rot good, not bad.
A few parts of my job are enjoyable.
I dislike very much the job I have now.

6. What advice would you give teen-agers for planning a career?
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REQUIREMENTS

TRAINING AND EDUCATION REQUIREMENTS WORKSHEET

DIRECTIONS: Use resource books. List five jobs in each section.

1. Jobs which are classed as civil service: 5. Jobs requiring a junior college associate degree:
1. 1.

2. 2.

3. 3.

4. 4.

5. 5.

2. Jobs which do not require a high school diploma but 6. Jobs requiring a college degree:
only on-the-job training:

1.

2.

3.

4.

5.

1

2.

3.

4.

5.

7. Jobs requiring a college degree plus additional3. Jobs which require onlia high school diploma and training:
on-the-job training:

1.

2.

3.

4.

5.

4. Jobs which require a special training period at a
special school:

1. 2.

1.

2.

3.

4.

5.

6. Jobs requiring an apprenticeship program:

1.

2.

3.

4.

5.
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TRAINING AND EDUCATION REQUIREMENTS WORKSHEET

DIRECTIONS: Name a job in which you are interested. Find the answers to the following questions.

Describe the job by listing live duties of it:

1.

2.

3.

4.

5.

.What training or education must one have before entering the job?

Name of Job

What training will one be required to have after entering the job?

Name jobs that one might have if advanced in position.

What training or education would one have to get in order to receive that advancement?

What are the qualifications (abilities) one must have to hold the job named?

Which of those. qualifications do you now have?

Which qualifications do you still need?

Would you be willing to make the effort to become qualified?

If yes,what would be the first step you should take?
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Illinois Career Guidance Handbook

USING THE SERVICES OF CETA (COMPREHENSIVE
EMPLOYMENT AND TRAINING ACT) *

Think About It:

What is CETA anyway?

Comprehensive
Employment and
Training
Act

But what is it? Money is given by the Federal Government
to CETA. CETA then helps people who are out of work to
find jobs. CETA sometimes pays for training people for jobs
if these people need more skills. This training might be at
a community college, or it might be on-thn-job training.

CETA jobs are usually fox' short periods of time. The
worker must try very hard to do a good job. If the worker
does well, however, the employer may hire that worker
permanently.

CETA workers will come to visit you on the job. They want
to know if you are doing a good job.

CETA is a fairly new job source, one that you should not
overlook.

Optional Activities:

1. I Am Tom Rice, And I Work For CETA

Have a worker from the CETA office nearest you come to
class. Ask that person to talk to the class about how
CETA can help you get jobs. What are the steps one must
follow? Who can have CETA jobs? What kind of jobs will
CETA find for you? Does it cost any money to get a CETA
job?

2. On Your Mark! Get Set! Go:

Go as a group to the nearest CETA office. Talk with the
workers thare. Get to know about the different forms.
Also go through the steps you might take to get to the
CETA job. When you get back to school, on a city map

From CARE Kit (Revised Edition), Illinois State Board
of EducatioE777797
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USING CETA

USING THE SERVICES OF CETA (COMPREHENSIVE-
EMPLOYMENT AND TRAINING ACT)

DIRECTIONS: Write "yes" before the statements which are true about CETA. Write "no" before the
sentences which are not true.

1. The letters "CETA" stand for Comprehensive Employment and Training Act.

2. Even 12-yerAr-olds can get a job through CETA.

3. CETA helps people find jobs if they have been out of work.

4. One thing CETA never does, is pay for training at a community college.

5. When you go to CETA, you will need to fill out an application form.

6. A CETA worker will then decide If you qualify for CETA help.

7. Someone at CETA will talk to you. They will talk about what a good worker needs to do to
keep a job.

8. Some skills to learn about work are: learn to do the iob well, go to work rp,...gariv be on
time.

9. It is always easy for a CETA worker to find you a job.

10. You may not have the skills needed for a job. Then the employer may train you on the job.

11. CETA jobs are for short periods of time. The worker must trv very hard to do a good job.
Then the employer may hire that worker permanently.

12. Once you have a job, you will never see CETA workers again.

______ 13. CETA may send you to a Community College or Trade School. Here you vr4" ieam skills to
help you on the job.

14. CETA is an old organization. It was started by Abraham Lincoln.

15. Someone from the CETA office will come to visit vou at work. They want to know if you
are doing a good job.

DIRECTIONS: If the answer to the question is "yes , black that number in with your pencil. If the
answer is "no," leave that square blank.

1 2 3 4 5
I

6 7 8 9 10

11 12 13 14 15

SECRET MESSAGE
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INTERVIEWING

INTERVIEWING WORKERS TO GET CAREER INFORMATION

DIRECTIONS: Ask your teacher for the name and address of a student who is now out of school and
working. Write below the answers the worker gives.

Name of person interviewed:

Ask these questlons:

How long have you been out of school?

What VMS the last grade you finished?

W,,at jobs have you had?

working now? Where?

you had any training since you left school?

On-the-job training?

Special School? (name of school)

Junior college? (name of school)

4-year college? (name of school)

If you are working, what are 3 things you

1.

2.

3.

like about your job?

If you are working, what are 3 things you do not like?

1.

2.

3.

Do you plan to change jobs soon? Why?

What advice would you like to give the kids in school?

1.

2.

1000

1052



INTERVIEWING WORKERS TO GET CAREER INFORMATION

DIRECTIONS: Interview a worker who has an interesting job. Find out the information below. Return
o class and report what you found out.

Job: Full-time
Person interviewed: Part-time
Job: Place:

Tell 3 things the worker does on the job:
1.

2.

3.

Does the worker need special clothing?

If so, what?

What tools does the worker use?

Did the worker need spscial training?

If so, how much? Where?

What is the starting wage? Wage after 10 years? Wage after 20 years?
How long has the worker had this job?

What other jobs did the worker have before this one?

How long has the worker worked for this company?
List three things the worker likes about the job:

1

2

3

List three things the worker does not like about the job:
1

2.

If it were possible, would the worker change jobs?
Why?

What job would the worker rather have?
Why?
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Illinois Career Guidance Handbook

SYSTEMATIC DECISION-MAKING*

Goal:

To learn how to make decisions in a systematic way.

Objective:

Using a Carkhuff Method of decision-making, each student
will be able to list 3 values, weight the values, rate
the decision alternatives on a favorability scale, and
compute the most favorable alternative with 90% accuracy.

Group Size:

Individual to a large group.

Materials Needed:

Paper/pencil, chalkboard or flipchart.

Process:

1. Introduction to the Topic

Explatn that every day we have to make decisions such as
what we'll wear, eat, when to leave for school, what home-
work assignment to study first, etc. We are also faced
with larger decisions such as what subjects to take in
school, whether or not to participate in extra-curricular
activities, whether to work weekends or not. Ultimately
we are faced with what should I do for a living to support
myself when I leave school? Too often we make decisions
based upon what others think, pressure from friends or
family, or we just put off the decision until we have no
options. This exercise will give you a method to make
decisions in an orderly and systematic manner.

Next, ask students to give an example of a decision they
are faced with. Examples might be: what courses should
I take next semester? Should I go to the homecoming

Adapted from Ted Friel and Robert Carkhuff, The Art of
Developing a Carfeer (Amherst, MA: The Human Resource Develop-
ment Press, 1974).
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DECISION-MAKING

Illinois Career Guidance Handbook

game? Should I go to college or not? Which summer
jobs should Iztake? Write their suggestions on the
board.

Next, ask how do you make a decision to these ques-
tions and have some degree of certainty that you are
correct? Most often students will give you the pros
and cons of an issue. Acknowledge that this is cer-
tainly a justified manner but explain that there is
a way of being even more.certain. That is what you
are going to teach them naw.

2. Steps in Decision-MAking

a. Take an example that students can relate to. For
illustrative purposes we will use selecting a sum-
mer job. The choices are: a counter waiter at
Brigham's Ice Creat, the maintenance crew member
for the Parks Department, or selling tickets at
the drive-in. List these alternatives on the
board (see Figure 10).

b. Next, have students list 3 to 5 issues (values) or
reasons that they should consider in taking a summer
job. Znamples might be: money they'd earn, hours
they'd ulrk, transportation problems to and from
work, whether it is outdoors or indoors, will they
be with friends, does it relate to what they'd like
to do for a carecr after they graduate, ztc. List
these values vertically on the board (see Figure
1 0 .

c. Now ask the students, are these values of equal
importance to you? They should say "no." Some
studews will want the job which pays most, others
would want to be with frientis; hopefully SOMR will
want a career-related job. Explain that in order
to make a decision about the alternatives, you must
make a decision about what values are most important
to you. You do this by ranking the values on a
scale from 1 to 10 as shawn below. It would prob-
ably help to put this on the board.

10 My most important value
9

8 These are very important values
7

6 These values are of average importance
5

4

3 These are less important values
2

1 My least important value
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DECISION-MAKING

Illinois Career Guidance Handbook

For illustrative purposes let's assume that this person's
values are in order:

- money - ("I need to save for after graduation")
- career-related - ("I want it to help my long term goal")
- transportational - ("I dun't have a car")
- hours - ("I'd like to have tory evenings free")
- friends - ("I'd like to work with my friends if possible")
- environment - ("I don't care if I work outside or in")

They are weighted as shown in.Figure

ds The fourth step is to analyze each job alternative in
terms of your values. To do this use the following scale
(puton board).

-t+ Very Favorable
+ Favorable
+- Favorable or Unfavorable
- Unfavorable
-- Very Unfavorable

Now ask this question for each.value:

"If I am a (the job) , will I get (my value)

For example, if I am a counter waiter, will I make $700
for the summer? (The goal of my most important value -
money).

Using the example we have been using let's assume the
following scenario. Being a counter waiter at Brigham's
I can make $600 with tips. I'm interested in the food
service field because it is the fastest growing industry.
I vAll have to work some nights and a few weekends; I
can take the bus because cf the hnurs; it is inlide and
my friends will be around to see me. Figure 1.(g1 shows
the follm-ing favorability ratings.

The job on the maintenance crew I could earn.$800 but it
is not career related; I'd have problems getting to TivIrk
using the bus; the hours would he okay; none of my
friends would be around; and it's hot work being outside
all the time. The favorability rating appears on
Figure la

The job as movie ticket seller would be eariling $450 be-
cause it would he part-time nights. It's not career
related; I couldn't see my friends too much though I'd
have free passes. Transportation is not too big a prob-
lem, but I'd have to take the bus late aInight. The
favorability rating appears on F-!_gure
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DECIST0A-MAKING
Illinois Career Guidance Handbook

Figure 1

Decision Making Mat6x

Alternatives

Counter Maintenance Movie
(;) Waiter Crew Ticket aaller

Values Weights 0 0
Money 10 + (+10) -i-+ (+20) + (+10)

Hours 5 + (+ 5) + (+ 5) (- .5)

Transportation 7 + (+ 7) - (- 7) - (- 7)

Environment 1 -H- ( 0) +- ( 0) +- ( 0)

Friends 3 + (+ 3) - (- 3) +- ( 0)

Career Related 8 ++ (+16) - (- 6) - (- 5)

+41 + 9 -10

e, To determine the uost preferred or desirable job based
upon your values, multiply each of your weights by the
favorability scale levels. For example: 10 x "+" = 10
or 10,x "++" = 20, 5 x "-" = -5, and so forth. The
weighted score for each job alternative is found by
summing each of the columns (see Figure 1 4A 5A 6A).
In this illustration the most preferable job would be
the counter waiter at Brigham's. In other examples
or situations, the differences may not be so distinct.
A rule of thumb is that the most preferred alternative
should be 75% of an ideal score (the ideal score would
be "4i." for each value). In the example we used the
ideal score would have been 68. The score obtained, 41,
is rolighly 607 of the ideal score.

3. Review: The steps involved in systematic decision-making
are:

a. List the alternatives
.b. Define your values (what's important to you in.con-

sidering the alternatives)
c. Weigh the values on a scale of 1-10
d. Evaluate each value against each alternative on a

5-point favorability scale (++ to --)
e. Multiply the value weight by the favorability scale

levels
f. Add the totals for eLch column
g. Analyze each alternative co determine why one is more

preferred ann t1. other(s)

1005

1057



LEARNING

LEARNING TO MAKE DECISIONS

DIRECTIONS: Think of some of the decisions you made yesterday. Fill in the blanks. At first you may
say you did not make that many decisions. But think carefully .

4.4

QuestV you asked yourself,

.........

Choices circle the one
you decided upon

Was it a good
decision? Why?

No, because I want I
to lose weight

Example: What shall I eat? Salad Sandwich QM)
Yogurt Candy bar

.

.

.

meI
5.

p.
,
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JOB SOURCES

JOB SOURCES

DIRECTIONS: Farr,ily, friends, and neighbors who work are job sources. On the sheet below, think of people
yols know who work where teen-agers are hired. Fill In the blanks.

A PERSON YOU KNOW TO ASK PLACE WHERE THAT PERSONS WORKS
A 14 or 15 YEAROU)A JOB

MIGHT GET MERE

FAMILY

.

.

.

FRIENDS OF FAMILY

NEIGHBORS

1.

.

.

SCHOOL FRIENDS WHO WORK

1.

.
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JOB SOURCES

JOB SOURCES

DIRECTIONS: A person who wants to find a joo must check out many leads. Look through the Ilst below. Mark
"yes" before the sources which might help you find a job. Mark "no" before the sources which
probably would not be a good job source. Be ready to defend your answers.

1. Ask friends at school - 9. Look In Time magazine
2. Telephone a bueness --10. Check at a Private Employment Agency
3. Look at "Help Wanted" ads 11. Call the CETA office

-- 4. Write to the governor -12. Ask relatives
5. Place an ad in "Jobs Wanted" section of 13. Look In "Jobs Wanted" ads

newspaper
14. Talk to department store personnel manager

6. Ask the grocery store manager
--15. Ask at a fast food business

7. Ask parents
16. Call the radio station

8. Check at the State Employment Service

Think of businesses and orgrnizations in your area who hire teenagers.

DIRECTIONS: List one person or business in your area that you could use as a contact person for a job for you.
If you do not know the person's name, use his or her title.

If I Wanted A Job As: One Business Or Organization
To Go To Would Bo: The Person I Would Contact Would Be:

A Dishwasher or Busperson

A Child Care Attendant

A Sales Clerk

A Library Helper

A Grocery Store Carryout or Stocker

A Nurse's Aide

1008
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REFERENCES

SEEKING PEOPLE. TO SERVE AS REFERENCES

DIRECTIONS: Take this sheet home with you. Ask 4 people to be references for you. Be sure they are
people who would say nice things about you if an employer called therm

List the four below:

Name

Address

Phone

Name

Address

Phone

Name

Address

Phone

Name

Address

Phone

When completed hand to your teacher.
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STUDENT ACTIVITIES

THE SOURCE OF THE FOLLOWING MATERIAL IS:

i

Methods and Materials for Teaching Occupational Survival Skills
Illinois State Board of Education

Department of Adult, Vocational and Technical Education
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Student Worksheet #4
Interview with Business Workers

Name of Worker:

Name of Organization:

Title of Worker's Job:

1. How long have you worked for this organization?

2. What was the title of your first job in this organization?

3. Please explain what you do on your job.

4. Haw does your job contribute to the goals of the organization?

5. Do you supervise anybody as a part of your job? If yes, how many
people? If yes, how do you feel about supervising other people?

6. What do you like most about working :U)r (name of
organization)?

7. What do you dislike most about working for (name of
organization)?

8. What do 7ou expect to be doing five years from now? Ten years?

9. What advice would you give a young person about to enter a work organization?

WORKING IN ORGANIZATIONS

loll
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Instruction Sheet III (p, 2)

EXPLORING JOBS

Student's Nam* Date

Title of job

Ust the names of books or other materials used, or persons interviewed

Job Requkenwnts

What education and/or training Is needed?

Ust any special abilities needed (verbal, numerical, mechanical, etc.)

Do you need a license or special certificate to do this work?

Ust any other requirements.

Job DescrIptlon

What are the duties?

Chick (0) the kinds of interests that are related to this job. (This question may be omitted If the information
is not available.)

O artistic
O deftest

O computational 0 literary
O mechanical 0 musical

Check ,./) any special working conditions associated with this lob.

O routine, unchanging work
O work that chants@ a lot
O work under supervision
O work without supervision
O work mostly with others
O work mostly alone

O very little movement
O heavy physical work
O dangerous work
O night or weekerid work
O extreme heel Of COM
O get dirty or greasy

O outdoor
O scientific

O persuasive
O social service

O high pressure work
O much travel
O all inside work
O loud noise

Does the job haVe any other special working conditions? Describe therti

What is the pay or pay range?

Job Future

What are the chances for advancement ?

What are the chances for staying employed In this job (employment outlook)?

In Your Opinion ...

What are the major advantages of this Job ?

What are the major disadvantages of this lob ?
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Item 11. L.

CITY AND COUNTY OF DENVER

Attachment 5

Upon recommendation of the Denver Employment and Training Administration

the Private Industry Council of the City and County of Denver certifies

as competent in

Director of DETA

PRE-EMPLOYNENT SKILLS

WORK MATURITY SKILLS

.1065
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volipetency. The rating tor each task should reflect employability readiness,

Rating Scale: 3 Abnve Average

2 Acceptable

1 Needs Improvement

N No Exposure/Not Observed

1984 instruoval Ih:eria:s Laboratory

3 2 1 N

A

1066

Getting a Job

1 identify Personal strengthslweaknessesteriers

that .eiate 10 eloyment

2 ' tertif tifalistic ?Jul( prelvences (environrem,.

Derelits, saiary.. )

3 Research the pia market

4 Write a resume

5 Vitr.1.5 a :ixt'or 0 aopication lor a job

6. Comc'ele an employment application lorm

7, Practoe answering interview questions

a. Pr act cc nonverhal interview behavior

f.acti:u socialized tests that employers might

require

10. kange a job interview

11 Take ;dr r a lob interview

12. Follow up the lob interview with a letter, phone

call, or visit

13. Ccirrcare and evaluate lob oilers and

=corolla

14. C1,00se the IA offer ;hal best fits personal

interests, aptitudes, and skills

3 2 1

go.n....

.N.

Update: (na me) (date)

(name) (date)

(name) (date)

rl.

Keeping a Job

I Time Recul'ements ranonsMes punctuality,

acceptarm, 3:,e1c3r.:e 111 elt.ciency on me lob)

2 Task C:m.: 1.;:o0;:a",is ro Teets

eh:en: :ins ?pies training to work. continues

ditl,ci.ia tasks urlil cc,ircieted satisfies ouanbly

and qua'..,1StandaTAI

3 Safely (sa'ely maintains equipment, tools, and

work arels ctiserves rules arid revations)

4 Coping (is aba to handle job tensions.

demonstrates self control, anticipates and deals

with change)

5. GroomingtHeatth Care ((tresses and maintains

sell appropriately, demonstrates physical rah

care and cleanliness)

6 crimunication (knows when to listen, uses

appropriate nonverbal skills, effectively expresses

se!, in a c'ear and logical manner)

7 Personal Responsibilities [Salaf es me legal and

financal aspects of employment, understands 1he

influence cl liansportation, housing, and

realionsn us on la peormance)

8. DependaVilv Idemonstrates truthfulness and

reliability the use of priwleges and properly.

can Pe trusted)

9 Respect taccepts inolvioual oillerences, heats

others won tact and ccnsideration, accepts the

ne of authority)

10 Cooperation idemonstrales willingness to

contribute and work with others: assists others in

oroblerniciving).

vrhmkrmmi

3 2 1

1111111

1110.=.0

Advancing In a Job

1. Ambition (desires to advance,

demonstrates initiative. accepts

r;000rIAIies for greater rev.ilor:

2 IrrprcremenuGrowtIi (desires In

ana Progress, seeks ways to ad.

skills and job performance)

Deo;s.cn.Making.PrZem.Solvini

(rev;:,cally plans and sets Guai

assesses risks and consequencc

demonstrates creativity, makes

appropriate choices)

4 Ccnfidence (believes in sell ano:el n rrindependece a

re pons b

5 Leadership (gels others to coopn

channel their efforts towards a c

goal)

6. Appreciation (recognizes others'

contributions; responds to

accomplishments)

7 Enthusiasm (demonstrates cage:

cheerfulness,' is an energetic wo

B. Commitment (cares about quail',

ano product, demonstrates loyall

support for employers and cow

stands up for personal values)
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PARTICIPANT

COMPETENCY SCORECARD

ASSESSMENT

DATE COUNSELOR

INSTRUCTIONS: PLACE APPROPRIATE NUMBER IN RATING COLUMN.

1= Non-Descriptive 2= Somewhat Descriptive 3= Descriptive

RATING CRITERIA RATING

1. The participant completed the CPP Planning
Report activities.

2. The participant completed the CPP Career
Guidebook activities.

Check if total score is 5 or greater
(Five points equals 83%)



COMPETENCY SCORECA.RD

Barriers to Employment Ratirvj

PARTICIPANT DATE COUNSELOR

INSTRUCTIONS: Place appropriate number in rating column

1= Non-Descriptive 2= Somewhat Descriptive 3=. Descriptive

RATING CRITERIA RATING

1. The participant completed the exercise

2. The participant identified 3 barriers to
employment

3. Methods to overcome barriers are relevant to
the work world

4. Methods to overcome barriers are relevant to
the participant's capabilities

Check if total score is 10 or greater
( Ten points equals 83%)

1269
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PARTICIPANT

COMPETENCY SCORECARD

JOB SEEKING SKIL'S

DATE COUNSELOR

Pre-test Post-test 80% or
Score Score AbovP?

1. SEEKING A JOB

2. JOB APPLICATION FORMS

3. PERFORMANCE TEST

4 JOB INTERVIEW

5. PERFOR!1ANCE TEST

Check if 80% or above in all five items



PARTICIPANT

COMPMTENCY SCORECARD

WORK MATURITY JOB SKT.LLS

DATE COUNSELOR

Pre-test Post-test 30% or
Score Score Above?

1. WORK HABITS

2. WORKERS' BENEFITS

Check if 80% or above in both units

1020.
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FINAL COMPETENCY SCORECARD

PARTICIPANT

0111=r=m--,,-

DATE COUNSELOR

Post-test
Score

Score 80%
or above

YES NO

1. ASSESSMENT

2. BARRIER

3. SEEKING A JOB

4. JOB APPLICATION FORM

5. JOB APPLICATION PERFORMANCE TEST

6. JOB INTERVIEW

7. JOB INTERVIEW PERFORMANCE TEST ..

8. WORK HABITS

9. WORKERS" BENEFITS

Check if all NINE cumpetencies cittained

1021
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Covetencies

The participant:

I. Has accurate knowledge of his

or her own values, interests,

aptitudes, strengths and

imaknesses

2. Identifies realistic carear

goals based on knowledge

of careers and comparison

of his/her own values,
c)

to interests and aptitudes

co

3. Shows responsibility and

dependability in attendance,

punctuality and carrying

out assigned tasks

1073

SAMPLE PRE-EMPLOYMENT AhD WORK MATURITY SKILLS COMPETENCY SYSTEM

Competency, Indicators

The participant:

1. Will be able to describe in verbal 1

and/or written form his/her own

values, interests, aptitudes,

strengths and weaknesses

2. Will identify and describe

three (3) career objectives

and explain how hls/her

values, interests, and

aptitudes demonstrate

potential for the career

objectives

3. Will be in attendance, on time

for appointments, classes and/or

work with completed assignments

and/or other required information

Benchmarks

The participant:

a,Can identify three (3) work values

that are important to hlm/her in

deciding whether or not to accept

a job. (example: The job I want

would allow me to work outdoors,

would involve a lot of physial

activity, and would allow me to

work alone most of the time)

b,Can list ten (10) activities

he/she enjoys doing

c,Can list five (5) skills he/she

has demstrated

d.Can identify hisfher strongest

personal characteristic

e.Can identify at least two (2)

areas he/she may need to Improve In

2. a,Can list three (3) careers of

Interest

b.Can describe major duties in the

careers of interest

c.Can describe entry requirements

for careers of Interest

d.Can relate past work experience,

education, test scores, and/or

interests to career areas

3, a.Attends all apointments on time

b.Brings all requested information

to appointments

Assessment

I. a.Written and/or verbal

questions

b. Written and/or verbal

questions

c.Written and/or verbal

questions

d.Written and/or verbal

questions

e.Written and/or verbal

questions

a.Written and/or verbal

questions, including GATB

and interest surveys

b,Written and/or verbal

questions, including GATB

and interest surveys

c.Written and/or verbal

ouestinns, including CM

and interest surveys

&Written and/or verbal

questions, including CA1B

and interest surveys

3, a.ObservatIon of behavior

b.Observation of behavior
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Coqtencies Competency indicators

4. Accepts guidance, criticism

and assignments from

instructor or supervisor

4. Will be open and willing to try

new activities and methods, as

opposed to being defensive and

unwilling to hear suggestions

S. Shows willingness to work and 5. Will complete tasks as thoroughly

developporeadvanced skills and accurately a possible and will

look for other tasks wthen his/her's

are completed

1075

Benchmarks

3. aloes not miss more than one (1)

out of 30 scheduled days of class

and/or work

d,ls ready to start class and/or work

on time at the start of the day,after

breaks and after lunch at least 95%

of the tire

does not leave early more than one (1)

time out of 30 scheduled days of class

and/or work

f.Turns in all assigned work on time

g.Appears rested and alert

h.Knows and follows program rules and

regulations

4, cAccepts criticism without making ex .

cuses, blaming other, or showing hurt

or anger

b.Trys suggestion/activities without

complaining

c.Uses information from others to make

changes

d.Redoes unacceptable work without a

negative reaction when asked to do so

by an instructor and/or supervisor

5, a.Actively participated in program

activities

Meady to work at all times

c.Able to work on assigned tasks in a

group situation for at least 15 min.

without being distracted

d.Works on assigned tasks until comple-

tion without stopping except for

appropriate reasons

1076

Assessment

3, c.Observation of behavior

d.Observation of behavior

e.Observation of behavior

e.Observation of behavior

g.Observation of behavior

h.Observation of behavior

4. a.Observation of behavior

b.Observation of behavior

t.Observation of behavior

d.Observation of behavior

5. a.Observation of hehador

b.Observation of behavior

c.Observation of behavior

d.Observation of behavior



Competencies Competency Indicators

6. Plans and organizes her/his

job responsibilities

6. Will complete tasks in a timely

manner, using his/her time wisely

and fully

7. Maintains constructive and 7. Will demonstrate ability to get

proper relationships with along with and cooperate with

others teachers, supervisors and co-

workers or fellow students

Benchmarks

S. e.Able to identify work that Is not

done and then complete the task as

expected

f.Requests more work/information when

his/her assigned tasks are completed

gompletes work in such a manner that it

does not have to be given back to be

done over

Assessment

S. e.Observation of behavior

6. Oakes a schedule of tasks and the 6.

order in which they are to be done

when wirking on assigned lesson/job

b.Asks questions prior to starting tasks

so task is completed properly the first

time

c.Completes assignments on time

7. a.Recognizes behaviors of others that 7.

he/she dislhes and can name three(3)

b.Recognizes his/her own behavior that

others might dislike and can name two(2)

c.Accepts authority

d.Shows courtesy to others

e.Displays pleasantness and friendliness

f.Attempts to involve others in discus-

sions

g.Accepts 'differences in others

h.Displays optimism or positive attitude

i.Uses tact

j.Cooperates

k.Oresses appropriately forsituation

1.Displays good personal higiene

f.Observation of behavior

Observation of behavior

a.Product review

b.Observation of behavior

and product review

c.Obserntion of behavior

and product review

a.Verbal and/or written

questions

b.Verbal and/or written

questions

c.Observation of behavior

Ubservotion of behavior

e.Observation of behavior

f.Observation of behavior

g.Observation of bchavior

Ubservation of behavior

LObservation of behavior

j.Observation of behavior

k.Observation of behavior

1.0bservation'of behavior
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Competencies

8. Demonstrates the ability

to communicate effectively

0
19
Crt

9. Has job seeking skills

yirpetency Indicators

8. Will be able to listen, understand,

and respond so that he/she is

understoorl in written or verbal

form

9. Will be able to complete an

application, a resume, and a

cover letter; have proper

references; give an interview;

and put together a job search

strategy

Benchmarks

8. a.Demonstrates comprehension of

simple verbal instructions 0

performing tasks described

b.Follows simple written directions

c.Asks questionswhenhe/she doesn't

understand

d.Can read at a 9th grade level

Assessment

8 Oroduct review

e.Can name tenflO) Blocks to

Communication

f.Does not interrupt others

g.Maintains eye contact

h.Displays understanding of Body

Language

i.Expresses self without using slang,

"street talk", or profanity

j.Uses proper grammar

kllearly and concisely describes one

work experience verbally

1.Clearly and concisely describes one

work experience In writing

m.Can complete assignments without

Spelling errors

n.Written work is neat and readable

with no crossouts or writeovers

o.Speaks in a voice that can be com.

fortably heard

9. a.Completes application in black or

dark blue ink without crossouts or errors

b.Completes application in legible printing

and/or writing as directions require

Oil questions on application ire answered

fully

b.Product review

abservation of behavior

&Written and/or verbal

questions

e.Written and/or verbal

questions

f.Observation of behavior

g.Observation of behavior

h.Written and/or verbal

questions

1.1 Observation
of Behavior

j.Observation of behavior

Uritten and/or verbal

quistions

l.Product Review

Oroduct review

n.Product review

o.Observation of behavior

Oroduct review

b.Product review

c.Product review



Competencies Competency Indicators Benchmarks Assessment

9. d.Information Is accurate on

application

cAll directions on application are

followed

Upplication contains no spelling or

grammatical errors

g,Has completed a fact sheet for use in

completing application

h.Can name three (3) main resume styles

9, d.Product review

e.Product review

f.Product review

g.Product review

I.Has completed at least one (1) resume

j.Has completed at least one (1) cover

letter

k.Can answer at least nine (9) of ten (10)

questions correctly demonstrating know-

ledge of appropriate references

1,Has a list of at least three (3) person-

al references including names, addresses

and phone numbers

cilas a list of at least two (2) profes-

sional references including names,

addresses and phone numbers

n.Has at least tri, i2) letters of

reference

o.Can introduce self and explain job

applying for

p.Dresses appropriately for job for

which applying

Ovoids nervous mannerisms

r.Shows Interest and enthusiam

s.Maintains eye contact,and good posture'

t.Respooses are audible and encourage

a naturi continuation of conversation

u.Responds with information, specific and

directly related to question asked

1.081

Uritten and/or verbal

questions

I.Product review

J.Product Revie4

k.Written and/or verbal

questior

1.Product review

m.Product review

Oroduct review

Observation of behavior

p.Observation of behavior

q.Observation of behavior

abservation of behavior

s.Observation of behavior

t.Observation of behavior

abservation of behavior

1082



DARE Stiffu6, 10 tX11 PROGRAM:

OM ACTUALLY IMES PROGRAM:

JIPA STAFF;

INSTRUCTOR:

EMPLOYABILITY PROFILE RECORD

............
wo.....m.mr.........mma......,

Participant Social Security Oate Entered Original 1st Review 2nd Review 3rd Review
End of ProgroRaze: Number: Program: Assessment Date: Date: Date:

......_..........._......____....4...........

ACNIEVED PREOPLOIMENT AND MORK MATURITY ClEPETENCIES

.......................__---- //......../..../

YES ND 1ES HO YES

INII.M...,.../1.61.4~
NO 1ES HO YES NO

SELF AWARENESS

I. NAMED THREE (1) WORK VALUES

2. LISTED lin (10) ACTIVITIES HE/SHE ENJOYS

3. LISTED FIVE (5) SKILLS HE/SHE HAS DEMONSTRATED

4. 10ENTIFIED STRONGEST PERSCMAL COARACTERISTIC

5. IDENTIFIED 1110 (2) AREAS FOR IMPROVEMENT

CAgEER GOAL SETTING

I. IDENTIFIED THREE (3) CAREERS OF INTEREST

2, OESCRIBEOMAJOR DUTIES IN CAREERS Of INTEREST

1. DESCRIBED ENTRY REQUIREMENTS FOR CAREERS OF INTEREST

I, RELATED SELF KNOWLEDGE TO CAREERS OF INTEREST

i,...............-

c)

NWRK AMNON AND HABITS
co

1. KEPI APPOPOINTS ON TIME

2. BREUGHT REQUESTED INFORMATION TO APPOINTMENTS

1. MET ESTABLISHED CLASS/WORK ATTENDANCE REQUIREMENTS

A. Attended sessions

B. Prcopt

C. Stayed to end of sessions

4. TURNED 11 ALL ASSIGNEO WORK ON TINE

S. APPEARED RESTED AND ALERT

6, KNEW AND FOLIATED RULES AND REGULATIONS

....... .....____,..--_

1084
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EMPLOYABILITY PROFILE RECORD'

poilivEp PRE.EMPLIPMENT AHD WORK MATURITY COMPETENCIES

ORIGINAL ---ritilirevi

ASSESSMENT DATE:

..._--___________

"iiiri eview

DATE:

3rd Review

OATE:

End of Program

..........,

YES NO YES NO YES NO YES HO YES ND

IICRK ATTITUDES AND HABITS

7. ACCEPTED CRITICISM

8. TRIED SUGGESTIONS/ACTIV1TiES WITHOUT COMPLAINT

9. USED INFMATION FROM OTHERS TO MAKE POSITIVE CHANGES

10. REDID UNACCEPTABLE WORK WITHECT NEGATIVE REACTIONS

11. ACTIVELY PARTICIPATED IN PROGRAM ACTIVITIES

12. WAS READY TO WORK AT ALL TINES

13. WORKED ON ASSIGNED TASKS WITHOUT BEING DISTRACTED

14. IIORKED ON TASKS TO COMPLETION WITHOUT STOPPING

15. IDENTIFIED WORK THAT WAS NOT DONE

16. REQUESTED MORE TASKS WHEN HIS/HERS WERE COMPLETED

17, CCMPLETED WORK IN ACCEPTABLE FORM

18. MADE SCHEDULE OF TASKS TO BE DONE

19. ASKED QUESTIONS 10 LEAD 10 UNDERSTANDING PRIOR

TO STARTING TASKS

20. CCMPLETED TASKS OH TIME

......_______

ABILITY 10 GET ALONG WITH OTHERS

I. RECC6NIZED UNACCEPTABLE BEHAVIORS IN OTHERS

2. RECOGNIZED UNACCEPTABLE BEHAVIOR IN SELF

3. ACCEPTED AUTHORITY

4. SHOWED COURTESY TO OTHERS

5. DISPLAYED PLEASANTNESS AND FRIENDLINESS

6. ATTEMPTED TO INVOLVE OTHERS

1085
1086



EMPLOYABILITY WILE RECORD

."-ifitlar---isieveriirlRel-ivri

ACHIEVED PRE-EMPLOYMENT AND WORK MATURIT1 COMPETENCIES

1................10

ASSESSMT DATE: DATE: DATE:

End -0-6Ogram

YES NO YES NO YES NO YES NO

...........4~,...M....

YES NO

...... =1......0110~........

ABILITY 10 GEE ALONG WITH OTHERS

7, ACCEPTED DIFFERENCES IN OTHERS

8, DISPLAYED OPTIMISM OR POSITIVE ATTITUCE

9, USED TACT

10. COOPERATED WITH OTHERS

II, DRESSED APPROPRIATELY FOR SITUATION

12, DISPLAYED GOOD PERSONAL HYGIENE

....._--...._---
COMMUNICATION SKILLS

1, COMPREHENDED SIMPLE VERBAL INSTRUCTIONS

2. FOLLOWED SIMPLE WRITTEN DIRECTIONS

3, ASKED QUESTIONS WHEN DIDN'T UNDERSTAND

4. READ AT A 91H GRADE LEVEL

;S, KNEW COMMMICATION BLOCKS

)

)6., DIDN'T INERRUPT OTHERS

7, MAINTA1111.6 EYE CONTACT

8. DISPLAYED UNOERSTANDING OF 600Y LANGUAGE

9. DIDN'T USE SLANG, STREET TALK, OR PROFANITY

10. USED PROPER GRAMMAR

U. DESCRIBED ONE WORK EXPERIENCE ORALLY

12. DESCRIBED ONE WORK EXPERIENCE IN WRITING

13. COMPLETED ASSIGNMENTS WITH NO SPELLING ERRORS

14. WORK WAS NEAT AND READABLE

15. SPOKE IN A VOICE THAT COULD BE HEARD

..._____-_--------

J _

.

1087 1088



EMPLOYABILITY PROFILE RhCORD

fsr.MILVED PRE-EMPLOYMINT AND WORK MATURITY COMPETENCIES

1, I

ASSESSMENT

s 'ev

DATE:

ew n, 'ev

DATE:

ew 3rd Review

DATE:

End of Program

...........

YES NO YES NO YES NO YES NO YES NO

JOB SEEKING SKILLS

1, APPLICATICOS

A. Done in ink with no crossouts or errors

B. Writing/printing was legible

C. All questions were answered

D. Information was accurate

E. All directions weTe followed

F Were no spelling or vammatical errors

G. Completed a fact sheet

1

2. RESOMEI5/COYER LEITERS

1

A. CoUld name three (3) main resume styles

' B. Ccapleted at least one (1) resume

C. Completed at least one (1) cover letter

3. REFEREWCES

A. Demonstrated knowledge of appropriate

references

B. Listed three (3) personal references,

C. Listed two (2) professional references

O. Obtained two (2) letters of references

...____

1099
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ACHIEVED PRE-EMPLOYMENT AND HORK MATURITY CEMPETENCIES

EMPLOYABILITY PROHLE RECORD

ASSESSMENT

s ev ew n 117-517i7--7;;17--)rogram

DATE: DATE: DATE:

YES NO

J00 SEEKING SKILLS

4. INIERVIEHS

A. Introduced self and explained Job applying for

B. Dressed,appropriately

C. Avoided nervous mannerisms

D. Showed interest and enthusiasm

E. Maintained eye contact and good posture

F. Spoke In conversational tone that was easily1 heard

G. All answers were appropriate for questions aiiked

H. Communicated qualifications, abilities and Oper-

lence

I. Asked appropriaie questions

J. Exited in a friendly and appropriate manner

5 JOB SEARCH STRATEGY

A. Demenstrated knowledge of Job lead resources

B. Developed Job search plan

C. Made minimum of three (3) contacts per day

D. Hade follow-up contacts

E...ftlintained records of contacts

YES NO YES NO YES NO YES NO

=mormil.....1........promaxmieriMe

CCNIENTS:
.11111.6440*...M.10111.1

Original

First Review

.1111=0....41...1.1.=1.100.117.0,11111011ft=....

Second Review

alml
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EMPLOYABILITY PROFILE RECORD

Planned Exit Date;

1.1 Actual Exit Date:

CD

(0

to

111..1.=.11.1111

Supervisor J1AStifU Participant
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CERTIFICATE OF COMPEIfNCIES ATTAINMENT,

PRE.EMPLOYMENT AND WORK MATURITY SKILLS

This is to certify that Paul Participant has decided on Building Maintenance as his career goal.

Paul has selected this career based on IT:s_iiqba.sLrLeiaj'/2aniterestsinleaniethodsndusinqtools,hisast

gip_jL_L2ELcerienceerforminminot.sathome,hisdesirekiLak at a variety of tasks on his own, and his GATB

results which demonstrate a titude for this work.

In addition Paul has demonstrated the following GOOD WORK HABITS AND ATTITUDES, ABILITIES TO GET ALONG WITH OTHERS,

AND COMUNICATIN SKILLS WHICH HELP AN INDIVIDUAL BECOME A GOOD EMPLOYEE: (CHECK THOSE WHICH APPLY)

(v 1. SHOWS RESPONSIBILITY AND DEPENDABILITY IN ATTENDANCE, PUNCTUALITY AND PERFORMING ASSIGNED TASKS.

( vl 2. PLANS AND ORGANIZES JOB RESPONSIBILITIES.

( 4 3. SHOWS WILLINGNESS TO WORK AND DEVELOP MORE ADVANCED SKILLS.

( vl 4. MAINTAINS CONSTRUCTIVE AND PROPER RELATIONSHIPS WITH OTHERS.

8 5. ACCEPTS GUIDANCE, CRITICISM AND ASSIGNMENTS WILLINGLY.

4, / 6. DEMONSTRATES ABILITY TO COMMUNICATE EFFECTIVELY

Givel this 30th day of March , 1984.

Irene Instructor

Instructor
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Gina Generalist bald Director

IITPA Staff Director
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CERTIFICATE OF COMPETENCIES ATTAINMENT,

JOB SEEKING SKILLS

this is to certify that has achieved competency in the

followIng JOB SEEKING SKILLS: (check those that apply

( ) Completing Applications

( ) Writing Resumes and Cover Letters

( ) Using References

( ) Interviewing

( ) Following a Job Search Plan

Issued this day of

'Instructor JTPA Staff Director



CHAPTER 12. APPENDIX ITEMS

A. Southern Nevada Employment and Training Program 1039

o Instructional Areas: Reading, Writing Skills, Mathematics

B. Humboldt County (California) Private Industry Council 1055

o Basic Education Skills: Account Clerk/Assistant Bookkeeper, etc.

C. Humboldt County (California) Private Industry Council 1065

o Basic Education Skills: Retail/Sales Clerk

D. 1071

o Examples of Functional/Applied Basic Education Skills: Mathematics, Computer,
Reading, Writing, and Communication

E. District One Technical Institute, Eau Claire, Wisconsin
o Sample Forms to Analyze Need for Certain Basic Education Competencies:

Listening, Speaking, Writing, Reading
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Item 12 A.

Instructional Areas

Reading
Writing Skills
Mathematics
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PROGRAM OBJECTIVES

Remedial Reading

Grades 5-8

This course is designed to assist remedial students

in achieving functional literacy. They will develop

basic word attack, vocabulary, comprehension, listening,

study, and basic life reading skills.
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I. Word recognition and word attack skills
A. Prereading skills

1. Visual skills'
a) Orientation. The learner demonstrates understanding of the importance

of orientation in letter forms (e.g.. bd, pq, un) by correctly matching
Wentical letters.

b) Order, The learner demonstrates understanding of left-to-right order in
printed words by correctly matching identical words (e.g., on/no. . . on).

c) Detail. The learner demonstrates understanding of the importance of
detail in words by correctly matching identical words when similar
distractors ire present (e.g.. clear/cleat. . . clear).

2. Sound skills
a) Matching. The learner matches phonemes in Isolation with the same

sounds in words (e.g., /sh/ . . . shoe).
b) Blending. The learner blends isolated phonemes into words (e.g., /p//a/

It/ pat).
B. Sight words

The learner recognizes (enunciates) at sight printed words that occur with
high frequency in printed materials and are in the adult spoken vocabulary.

C. Phonics
1. Single consonant sounds

a) Beginning consonants. Given oral presentation of real or nonsense
words, the learner

identifies the letter that stands for the initial sound; or
supplies another word that begins with the same sound.

b) Ending consonants. Given oral presentation of real or nonsense words,
the learner

identifies the letter that stands for the ending sound; or
supplies another word that ends with the same sound.

c) Variant sounds of consonants. Given words containing variant sounds
of c, S. and g (e.g., cakecity, sittrees, gogiant), the learner in-
dicates whether the underlined letters in given pairs of words have the
same or different sounds.

2. Consonant blends
a) Two-letter consonant blends. Given real or nonsense words that

begin with the consonant blends bi, cl, fl, gI, pl, sl, br, cr, dr, fr, gr,
pr, tr, st, sk, sm, sp, sw, and sn, the learner

identifies the two letters that stand tor the initial blend in words
presented orally; or
identifies words that begin with the same blend as a stimulus word
presented orally; or
correctly pronounces words that begin with the blends above.

b) Three-letter consonant blends. The learner identifies the letters in the
three-letter blends scr, shr, spl, spr, str, and thr, in real or nonsense
words presented orally.

3. Consonant digraphs
Given oral preientation of real or nonsense words, the learner identifies
the letters in the two-consonant combinations sh, ch, ph, th, nk, ng, and
wh that result in a single sound.

4. Silent consonants
Given words containing silent consonants (e.g., knife, flight), the learner

identifies the silent letters; or
correctly pronounces words containing silent letters.
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5. Vowel sounds
a) Short vowels. Given an orally presented one-syllable word with a

single short vowel sound (e.g., man, duck, doll, hop), the learner
Identifies the letter that stands for the vowel sound; or
reproduces the vowel sound.

b) Long vowels. The learner
identifies the letter that stands for a single vowel sound in orally
presented real or nonsense words (e.g., nose% brile, cheese, seat,
labe, mab) and indicates whether the sound is long or short; or
correctly pronounces real or nonsense words with a single vowel
sound.

c) The schwa. Given real words in which the schwa sound occurs, the
learner

identifies the vowel with the schwa sound; or
correctly pronounces the word.

d) Diphthongs. Given words containing oi, oy, ou, or ow, the learner
identifies the diphthong in nonsense words presented orally; or
correctly pronounces words containing diphthongs.

6. Vowel generalizations
a) Short vowel. Given real or nonsense words in which there is a single

vowel and a final consonant (e.g., bag, his, cat, gum), the learner
tells whether the words are pronounced according to the
generalization; or
pronounces the words giving the vowel its short sound.

b) Silent e. Given real or nonsense words that have two vowels, one of
which is a final e separated from the first vowel by a consonant (e.g.,
cake, cube, mape, jome), the learner

tells whether the words are pronounced according to the
generalization; or
first attempts pronunciation by making the first vowei long and the
final e silent.

c) Two vowels together. Given real or nonsense words that have two
consecutive vowels (e.g., boat, meet, bait, deach), the learner

tells whether the words are pronounced according to the
generalization; or
first attempts pronunciation by making the first vowel long and the
second vowel silent.

d) Final vowel. Given real or nonsense words in which the only vowel is
at the end (e.g., go, she, thi), the learner

tells whether the words are pronounced according to the
generalization; or
pronounces the words giving the vowel its long sound.

Note: Students should recognize that some familiar sight words are
exceptions to the above generalizations.

D. Structural analysis
1. Base words

The learner identifies the base (or component) words in familiar
compound, inflected, and affixed words, and in contractions.

2. Plural and possessive forms
The learner identifies r,;ural and possessive forms of words ending in s.

3. Syllabication
The learner divides words into pronounceable bits by identifying single-
vowel-sound units.

4. Accent
The learner indicates the accented syllable (part) in multisyllabic words
in the adult spoken vocabulary.
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II. Comprehension and advanced skills
A. Comprehension skills

1. Getting meaning from words
a) Affixes. The learner recognizes that an affix can modify the meaning

of a base word and/or help identify the grammatical function of the
base word.

b) Homophones. Given a sentence context, the learner correctly
chooses between homophones.

c) Homonyms. Given homonyms in varied contexts, the learner chooses
the meaning appropriate to a given context.

d) Synonyms and antonyms. The learner tells whether the words in a
given pair have the same, opposite, or simply different meanings.

e) Context clues
(1) Explicit. The learner uses explicit context clues (e.g., sYnonym,

definition, equivalent phrase, summary) to determine the meaning
of an unfamiliar word in context.

(2) Explicit with application. The learner determines the meaning of
an unfamiliar word in a context which contains explicit clues
(e.g., synonym, definition, equivalent phrase, summary) and then
applies that meaning in a second context where the same un-
familiar word appears but no explicit clues are present.

(3) Implicit. The learner determines the meaning of an unfamiliar
word in a context which contains implicit clues (e.g., cause/ef-
fect, contrast, example, modifying phrase) and then applies that
meaning in a second context where the same unfamiliar word
appears but no implicit clues are present.

(4) Alternative meanings. The learner uses explicit and implicit
context clues to determine the obscure meaning of a familiar
word in context.

0 Organization cues. The learner identifies words that
signal a qualification or contradiction (but, not);
signal comparison or contrast (like, different);
indicate a relationship of place (under, there);
indicate a relationship of time or sequence (before, while);
indicate a relationship of choice (either, or);
indicate cause and effect (because, therefore);
indicate parts of a whole (and, moreover);

. introduce examples Or generalizations (for example, namely);
signal a logical development of a point (if . . . then; thus, so):
signal relative importance of ideas (most important, especially); or
indicate alternatives or possibilities (which, whether).

2. Getting meaning from sentences
a) Sentence structure: simple

(1) Analysis. The learner attends to and derives meaning from the
details in simple positive and negative sentences written in the
active voice.

(2) Synthesis. The learner restates (a) simple positive sentences in
the positive and in the negative and (b) simple negative sen-
tences in the positive and in the negative by rearranging the
order of words in the sentence and/or by substituting for one or
more words
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b) Sentence structure: compound Or complex
(1) Analysis. The learner attends to and derives meaning from the

details In active and passive voice sentences with a phrase Or
clause between the subject and verb or with a terminal clause.

(2) Synthesis. The learner restates sentences which are written In
the active and passive voice and contain no more than one
subordinate clause by rearranging the order of words in the
sentence and/or by substituting for one or more words.

c) Sentence structure: compound and/or complex
(1) Analysis. The learner attends to and derives meaning from the

details In sentences with an introductory, between-subject-and-
verb, end/or terminal clause.

(2) Synthesis. The learner restates sentences which contain no more
than two subordinate clauses by rearranging and/or by sub-
stituting fOr more than a short phrase.

3. Getlinj meaning from selections
a) Main idea

(1) Topic with organizer. The learner identifies the topic of a passage
that includes a stated organizer and relevant details.

(2) Topic without organizer. The learner identifies the topic of a
passage that includes only relevant details but no stated
organizer.

(3) Main idea with organizer. The learner identifies the main idea of
a passage that includes a stated organizer and both relevant and
irrelevant details.

(4) Main idea without organizer. Thc learner identifies the main idea
of a passage that includes both relevant and irrelevant details

.and does not include a stated organizer.
(5) Main idea stated by learner. The learner states the main idea of

a passage that includes both relevant and irrelevant details and
may or may not include a stated organizer.

b) Relationships and conclusioni
(1) Outcomes. The learner synthesizes two or more events to

identify a logical outcome.
(2) Conclusions: one relationship. The learner determines deduc-

tively whether a conclusion is correct or incorrect from the
relationship and instance directly stated in a passage.

(3) Cause/effect relationships. The learner determines whether a
given relationship is the cause/effect relationship stated in a
passage.

(4) Conclusions: direct relationships. Based on relationships directly
stated in a passage (i.e., relationships given in a single
statement), the learner determines whether given conclusions are
right or wrong.

(5) Conclusions: indirect relationships. Based on relationships that
are indirectly stated in a passage (i.e., relationships that require
synthesis of information from more than one statement), the
learner determines whether given conclusions are right or wrong.

4. Identifying sequence
a) Event before or after. Given a written passage with clearly defined

sequential events, the learner is able to determine that one event
occurred before or after another event.

b) Calendar markers. Given a written passage, the learner is able to
determine the order of events when the order is indicated by
calendar markers (e.g., spring, afternoon).

c) Explicit cues. Given a written passage, the learner is able to
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determine the order of specific events when the order is indicated by
explicit sequential Markers (e.g., next, finally).

d) Implicit cues. The learner determines where a specific event occurs
wt:hin the framework of a series of explicit events by attending to
Implicit sequential cues.

e) Implied and stated events. The learner determines where a specific
event occurs within the framework of a series of events by attending
to implicit or explicit sequential cues.

B. Specialized skills
1. Locating and organizing information

a) Alphabet. The learner alphabetizes words by attending to all the
letters.

b) Books. The learner locates, knows the purpose of, and, applies in-
formation derived from the title page. table of contents, and index.

c) Newspapers. The learner knows the purpose of and derives In-
formation from,the major news section, editorial page, want ads, and
local entertainment schedule of a daily newspaper.

d) Guide letters and words. The learner locates the appropriate topic or
target word in a reference source by attending to the alphabetic
sequence of guide letters and words.

e) Dictionaries and glossaries. The learner consults dictionaries and
glossaries to check the spellings and meanings of words as needed.

0 Multiple sources. Given one or more statements and/or topics, the
learner chooses from among available sources those that are likely
to present additional and/or corroborative information as appropriate.

g) Notes and outlines. The learner takes and organizes notes from
varied sources in a form that is useful in retrieving information.

2. Reading maps
a) Pictorial maps. Given maps of a small area that employ realistic

picture symbols, the learner
uses coordinates to locate points and to describe locations of
points; and
determines relative distances between locations.

b) Simple road maps. Given simple road maps that erriploy basic
nonpictorial symbols (i.e., lines, dots), the learner

locates points;
describes locations in terms of coordinates; and
compares distances between points.

c) Directions. The learner determines cardinal and intermediate
directions on maps and relates these directions to his or her en-
vironment.

d) Symbols. Given maps that employ point and line symbols and either
scale bar (Q kilometers 1) or verbal referent (1 centimeter = 10
kilometers) distance scales, the learner

derives qualitative and quantitative information (e.g., largest city
represented by biggest dot); and
determines and compares distances between points.

3. Interpreting graphs and tables
a) Graphs: whole units. The learner determines the exact number of

units expressed in whole symbols 'on picture graphs and determines
the exact whole unit amount represented by a bar or dot at the line
on a bar or line graph.

b) GraPhs: partial units. The learner determines approximate numbers
e:pressed in partial symbols on picture graphs and determines the
amount represented by a bar or dot between the lines on bar or line
graphs.
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c) Graphs: comparisons. The learner compares, by adding or sub-
tracting, the amounts represented by symbols In given rows on
picture graphs and pairs of numbers extracted from bar or line
graphs.

d) Tables: single cells. Given tables with at least five rows and columns,
the learner finds the point of intersection of a specified row and a
specified column and derives information from it.

e) Tables: schedules. Given an appropriate schedule, the learner
derives information from it to solve a specific travel problem (e.g.,
given time constraints, the learner chooses appropriate departure
times, connections, etc.).

C. Personal reading skills
Note: The following objectives are expressive, not behavioral, so no
specific behaviors are listed.

1. Adjusting rate to purpose and material
2. Scanning for detail
3. Skimming for main idea
4. Determining fact and opinion
5. Identifying elements of fact and fiction
6. Differentiating correct from incorrect statements
7. Recognizing persuasiye techniques
8. Relating facts or concepts to other situations
9 Predicting subject matter

Following directions
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PROGRAM OBJECTIVES

Language Arts (Writing Skills)

Grades 5-8

This course is designed to assist remedial students

in achieving functional literacy. They will develop and

master the following writing skills: spelling, punctuation,

capitalization, grammar and usage, sentence structure,

logic, and organization.



I. Spelling, Punctuation, and Capitalization
A. Spelling

.1. Spelling 1
2. Spelling 2

B. Punctuation
1. End Punctuation

a. Period
b. Exclamation Point
c. Question Mark

2. Inside Punctuation
a. Commas

1.) Comma 1
2.) Comma 2

b. Colons and Semicolons
c. Quotation Marks
d. Apostrophes

1.) Possessive Case
2.) Contractions
3.) Plurals of letters, numbers, and words

used as words
e. Dash
f. Hyphen

C. Capitalization
1. Capitalization 1

a. Names of places, persons, and things
b. Titles that directly follow a person's name
c. Titles are not capitalized if they precede

or directly follow a person's name.
d. Particular places
e. Specific areas of the country

2. Capitalization 2
a. Words in quotations if represented as beginning

of the sentence
b. Personal pronoun 1

3. Form and Capitalization in letter writing
a. Heading
b. Inside.address
c. Salutation
d. Body
e. Closing
f. Signature

II. Grammar and Usage
A. Nouns

1. Nouns I
a. Common Noun
b. Proper Noun
c. Concrete Noun
d. Abstract Noun
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2. Nouns 2
a. Plural Nouns
b. Possessive Nouns
c. Person

B. pronouns
1. Common Pronouns
2. Possessive Pronouns
3. Pronouns and Antecedents I

a. Agreement in person
b. Agreement in number

4. Pronouns and Antecedents 2
a. Agreement in gender
b. Agreement in case

5. Pronouns and Unexpressed Antecedents
6. Common Pronoun Errors

C. Adjectives
D. Verbs

1. Verb Tenses
2. Regular Verbs
3. Irregular Verbs
4. Agreement of Subject and Verb
5. Perfect Tenses

E. Adverbs
F. Prepositions and Their Phrases
G. Participles
H. Infinitives

1. Infinitives 1
2. Infinitives 2

I. Gerunds
J. Interjections and Conjunctions

III. Sentence Structure
A. Sentence 1
B. Sentence 2

1. Simple Sentence
2. Compound Sentence
3. Complex Sentence
4. Compound-Complex Sentence

C. Sentence Fragments
D. Run-on Sentences
E. Parallel Construction

1. Parallelism 1
2. Parallelism 2

F. Subjects and Predicates
G. Compound Subjects

TV. Logic and Organization
A. Relevancy
B. Sentence Relationships
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C. Diction
D. Economical Writing
E. Clarification
F. Ordering
G. Paragraph
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PROGRAM OBJECTIVES

Mathematics

Grades 5-8

This course is designed to assist the remedial

student in achieving functional literacy. They will

develop and master the following math skills.
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I. Whole Numbers--The Four Operations
A. Addition

, 1. Addition of 2 numbers
2. Column Addition
3. Adding Larger Numbers
4. Renaming in Addition
5. Adding Money
6. Adding Larger Sums of Money
7. Reading and Writing Large Numbers

B. Subtraction
1. Subtraction of 2 numbers
2. Renaming in Subtraction

C. Multiplication
1. Multiplying Single Numbers
2. Multiplying Larger Numbers
3. Renaming in Multiplication

D. Division
1. Simple Division
2. Long Division
3. Dividing by 2 Place Numbers
4. Dividing by 3 place Numbers

II. Fractions Complete with the Four Operations
A. Adding Fractions

1. Simplifying Improper Fractions
2. Equal Fractions and Reducing
3. Adding with Like Denominators
4. Adding with Unlike Denominators
5. Adding Whole Numbers and Fractions

B. Subtraction of Fractions
1. Like Denominators
2. Unlike Denominators
3. Mixed Numbers
4. Whole Numbers
5. Renaming in Subtraction
6. Renaming in Unlike Denominators

C. Multiplication
1. Multiplying Fractions and Whole Numbers
2. Multiplying Fractions by Fractions
3. Multiplying Mixed Numbers

D. Division
1. Dividing Fractions by Whole Numbers
2. Dividing Whole Numbers by Fractions
3. Dividing Fractions by Fractions
4. Dividing with Mixed Numbers
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III. Decimals
A. Meaning of Decimals
B. Reading and Writing Decimals
C. The Four Operations

1. Addition of Decimals
a. Addition of Decimals
b. Problems with Addition
c. Decimals and Common Fractions

2. Subtraction of Decimals
a. Subtraction of Decimals
b. Problems with Decimals

3. Multiplication
a. Decimals in Multiplication
b. Multiplying Decimals and Whole Numbers
c. Multiplying Decimals by Decimals
d. Problems with Multiplication of Decimals

4. Division
a. Dividing Decimals
b. Dividing Smaller Numbers by Larger Numbers
c. Division Problems with Decimals

IV. Percents--The Three Cases and Their Use
A. Meaning of Percent
B. Interchanging Percent and Decimals
C. Changing Fractions to Percent
D. Fractions, Decimals and Percents
E. Shortcuts in Using Percents
F. Percents Larger than 100%
G. Percents Smaller than 1%
H. Finding Commissions and Net Amount
I. Percent of Decrease
J. Percent of Increase
K. Simple Interest
L. Compound Interest

V. Common Measures
A. Adding Measures
B. Subtracting Measures
C. Multiplying Measures
D. Dividing Measures
E. Fractions in Measurements
F. Rectangle and Perimeters
G. Mixed Units of Measurement
H. Area of the Rectangle
I. Volumes
J. Capacity Problems
K. Triangle
L. Right Triangles and Angles
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M. Squares and Square Roots
N. Circles
0. Cylinders
P. Finding Averages
Q. The Graph

1. Line Graph
2. Bar Graph
3. Circle Graph

VI. Simple Equations, Ratios and Proportions
A. The Equation

1. Solving Equations
2. Collecting Equations
3. Simple Equations
4. Problems with Equations
5. Fractional Equations

B. Ratio--Meaning of Ratio
C. Proportion--Meaning of Proportion

1. Solving Problems of Proportion
2. Proportion in Measurements
3. Similar Figures

VII. Pre-Algebra
A. Working with Simple Equations

1. Addition
a. Positive Numbers
b. Negative Numbers

2. Subtraction
a. + numbers
b. - numbers

3. Multiplication
a. + numbers
b. - numbers

4. Division
a. + numbers
b. - numbers
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Item 12 B.

ASIC EDUCATIO0 StILLS:ACCT CLEFt/ASST BFIFFUetp

TABLE OF CONTENTS DRAFT
-BASIC EDUCATION SKILLS-

:CT CLERK/ASST'VKPR/BILLING/PAYROLL/ACCTS PAYABLE/ACCTS RECEIVABLE'
FINANCIAL CLERK

READING AND WRITING SKILLS
1 Read, spell and use basic bookkeeping skills.

Demonstrate the ability to read and interpret common-.

business forms.
3 Demonstrate the ability to read and interpret common

reference tables and charts.
.4 Demonstrate the ability to interpret and use abbreviations.
.5 Demonstrate the ability to rsad and follow company policies

and procedures.
6 Demonstrate the ability to list words in alphabetical

order.
.7 Demonstrate the ability to sort data by given classificati.on

criteria
8 Demonstrate the ability to list dates in chronological order.

.9 Demonstrate the ability to write dates with correct
punctuation.

10 Demonstrate the ability to copy names and numbers
accounts-

11 DPmonstrate the ability to write names and addresses with
proper punctuation.

1

1

MATH SKILLS
Demonstrate the ability to read and write numbers up to
10,000,000. includina dollar amounts.
Demonstrate the ability to identify place value of digits
in whole numbers with up tc 7 4

.3 Demonstrate the ability to calculate sums of sets of whole
numbers of 1-7 digits.

.4 Demonstrate the ability to find the differences between
whole numbers of up to 7 digits. 4

Demonstrate the ability to multiply pairs of numbers in
which one number is 1-5 digits an-J the other number
1-7 dicits. A

Demonstrate the ability to find auctients of 1-5 dt
Jiyidends and 1-3 digit divisors.

7 Demonstrate the ability tc use addition. subtraction.
multiplication or division as apprcoriate in the
solution of problems involvina a combination cf twc
or more functions.
Demonstrate the ability to round off decimal numbers. -

.0 Demonstrate the ability to arrange decimal fractions in
ascendina and descending orer, isrld to add them in
columns.

.10 Demonstrate the ability to calculate percentages of numbers.
including dollar amounts. 6

.11 Demonstrate the ability to calculate what oercent one
number is of nother. 6

. 12 Demonstrate the bi1it, to.determine a number when s
percent of it is known. 6

. 17 Dmmonstrejie thm ability to convert cc-cents to decimals.
and decimals to oerce- 1055 6



qSIC EDUCAT/011 SK/LLS:ACCT CLERK/AS3T BrKFF/etc
DRAFT

14 Demcnstrate the ability to convert fractions into preceKts. 6
.1E Demonatrate the ability to read clock faces to tell time: 7
16 Demonstrate

times.
the ability to add and subtract 12 hour clock
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-BASIC EDUCATION SKILLS-
ACCT CLERK/ASST BKKPR/BILLING/PAYROLL/PAYROLL/ACCTS PAYABLE/ACCTS

RECEIVABLE/FINANCIAL CLERK

READING AND WRITING SKILLS
1.1 Read. spell and use basic bookkeeping terms.

4easures: a. Match basic bookkeeping terms with their definitions
with 807. accuracy;

b. Given basic bookkeeping terms orally, write each term
neatly, legibly and with 75% accuracy;

c. Given a list of terms and a series of incomplete
sentences, fill in the blanks neatly and legibly and
with 80% accuracy in content and 90% accuracy in
spelling.

ool/Doc: a. Definition worksheet

1

b. Spelling test

c. Sentences worksheet

Demonstrate the ability to read and interpret common
business forms.

leasures: a. Given a variety of business forms, such as vouchers,
sales slips, ourchase orders and invoices, answer a
series of factual questions based on the forms.
Answers should be neat, legible and 75% accurate.

-ool/Doc: a. Forms worksheet

A-7 Demonstrate the ability to read and interpret common
reference tables and charts.

leasures: a. Given commmon reference tables and charts. such as
organization charts, account charts. personnel
rosters, and ta% tables, answer a teries of factual
questions based on the data supplied neatly and
legibly and with 75% accuracy.

7ool/Doc: a. Tables and charts worksheet

leasures:

Demonstrate the ability tp interpret and use abbrevia-
tions.

a. mat.:.!% a -7 tr-:0b/74 m_ith their common abbreviations
1



with 85% accuracy.

'ool/Docs a. Abbreviations worksheet

fir Demodstrate the ability to read and follow comparo,
policies and procedures.

:eamurest a. Given a set of sample procedures such as financial
procedures, filing procedure s. petty cash procedures,
etc., answer a series of factual questions based on
the procedures neatly, legibly and with 80% accuracy;
and

b. Given a set of sample company policies such as
vacation and sick leave policies time and
attendance policies and promotion policies,
answer a series of factual questions based on
the policies with 80% accuracy.

rool/Doc: a. Procedures worksheet

b..Policies worksheet

DRAFT

A-6 Demonstrate the ability to list words in alphabetical
order.

'Measures: a. Given 25 words (with groups sharing up to 3 initial
letters in similar sequences) in random order, list
them in alphabetical order neatly, legibly and with
90% accuracy in spelling and sequence.

Tool/Doc: a. Word list

A-7 Demonstrate the ability to sort data bv given classifics-
tion criteria.

leasures: a. Given 20 account cards, alphabetically by name. then
chronologically by date, then numerically by account
'number. Cards should be sorted with 90% acccuracy.

'ool/Doc: a. Documentation of card sorts

-8 Demonstrate the ability to list dates in chronaloaical
order.

easures: a. Given 25 dates with months written in words. list
the dates in numerical form in chronological orde:-
.neatly legibly, with 90% accuracy in spelling
arc.'
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'col/Doc:

-9

,easures:

a. Date worksheet

Dembristrate the ability to write dates with correct
punctuation.

a. Given 25 dates with month2 written numerically, write
each with the month written out neatly and legibly .
and with 100% accuracy in spelling and punctuation.

'ool/Doct a. Dates worksheet

Demonstrate the ability to copy names and numbers of
accounts.

leasures: a. Given 20 names and account numbers, copy each neatly,
legibly and with 100% accuracy in spelling, punctua-
t:kon and sequence.

.

ool/Doa: a. Account Number worksheet DRAFT
41 Demonstrate the ability to write names and addressee

with proper punctuation.

easures: a. Given a list of 20 names and addresses, write each
item as a mailing label neatly and legibly, and
with 907. accuracy in spelling, capitalization and
punctuation.

'ool/Doc: a. Mailing List worksheet

1easures:

MATH SKILLS
Demonstrate the ability to read and write numbers up to
10,000,000, including dollar amounts.

a. Given 20 account numbers and 20 dollar amounts twice
orally1 write each item neatly, legibly and with 100%
accuracy; and

5. .GivF. a list of 10 dollar amounts and 10 numbers,
.T14%tc t,wth to the samr ttem written in words with 100%

i059
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accuracy

ool/Doct a. Account Numbers list

b. Dqllars list

B.2 Demonstrate the ability to identify place value of digits
in whole numbers with up to 7 digits.

Measures* a. Given 20 numbers, copy them neatly and legibly in
column format such that a total could be calculated.
Numbers should be copied with 100% accuracy in
sequence and place value; and

b. Given 20 numbers orally., write them neatly and
legibly in column format such that a total could be
calculated. Numbers should be written.with 100%
accuracy in sequence and place value.

'aol/Doc: a. Column worksheet

b. Numbers list

DRAFT
Demonstrate the ability to calculate sums of sets of
whole numbers of 1-7 digits.

leasures: a. Given 2 series of 25 whole numbers of 1-7 digits
in which single and multiple carrying is required,
calculate the sums in the first series without a
calculator with 807. accuracy, and in the 2nd series
with a calculator with 1007. accuracy. Answers should
be written neatly and legibly.

mol/Doc: a. Addition worksheet

.4 Demonstrate the ability to find the differences between
whole numbers of up to 7 digits.

easures: a. Given 2 series of 2S pairs of whole numbers of 1-7
digits in which single and multiple borrowing would be
required, find the differences between the pairs in
the first series without a calculator to 80% accuracy,
and in the second set with a calculator with 100%
accuracy.

,o1/Doc: a. Subtraction worksheet.

=0 Demonstrate the ability to multiply pairs of numbers
in which one number is 1-5 digits and the other number
is 1-7. digits.

.iasures: a. Giyenn -- of 25 pairs of whole numbaers in which
1060



one number is 1-5 digits and the other is 1-3 digits,
calculate the products in the first series withOut a
calculator with BO% accuracy. and the 2nd series with
a calculator with 100% accuracy. Answers should be
heat and legible.

Tool/Doc: a. Multiplication worksheet

8.6 Demonstrate the ability to find auotients of 1-5 digit
dividends and 1-3 digit divisors.

Measures: a. Given 2 series of 20 division problems with 1-5
digit dividends and 1-3 digit divisors., including
cases where there are remainders, calculate the
quotients neatly and legiblv for the first set
without the aid of a calculator with 80% accuracy,
and the second set with a calculator with 100%
accuracy.

7ool/Doc: a. Division worksheet DRAFT
Demonstrate the ability to use addition, subtraction,
mul.tiplication or division as appropriate in the
solution of problems involving a combination of two
or more functions.

easures: a. Given 20 word problems involving the combination
of 2 or more functions, calculate the answer to
each neatly and legibly and with BO% accuracy.

,ol/Doc: a. Word problems worksheet

Demonstrate the ability to round off decimal numbers.

lasures: a. Given 20 decimal numbers, round each off to the
nearest tenth, hundredth and thousandth neatly
and legibly and with 100% accuracy.

Jol/Doc: a. Decimal worksheet

9 Demonstrate the ability to arrange imal fractions in
ascending and descending order, airl'd t:') add them in
columns.

lasures: a. Given 2 sets of 10 decimal fractions, arrange the
first set in ascending fashion in a column and
calculate the total without a calculator with 100%
accuracy, and arrange the 2nd tet in descendino
fashion in a column and calculate the total with
100% accuracy. Figures should be neat and legible.

3o1/Doc: a. Decimal ordering worksheet
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F.10 Demonstrate the ability to calclate percentages of
numbers, including dollar amounts.

leasures: a. Given 20 problems of the type (X% of V = ?) including
pnbblems with dolLar amounts, calculate the
percentages neatly and legibly and with 80%
accuracy.

Tool/Doc: a. Percentages worksheet

Demonstrate the ability to calculate what percent one
number is of another.

leasuresf a. Given 20 percentage problems of the type (X=?% of V),
including problems with dollar amounts, calculate
neatly and legibly the missing element without the
aid of a calculator with 85% accuracy.

"ool/Doc: a. Percentages worksheet DRAFT

Demonstrate the ability to determine a number when a
percent of it is known.

easures: a. Given 20 problems of the type (X% of ? = Y), including
problems with dollar amounts, calculate neatly and
legibly the missinokelement without the aid of a
calculator with 857. accuracy. Figures should be
neat and legible.

mol/Doc:. a. Percentages worksheet

.17 Demonstrate the ability to convert percents to decimals.
and decimals to percents.

?asures: a. Given 20 percent s. convert each to a decimal with
l00% accuracy: and

b. Given 20 decimals, convert each to a percent with
100% accuracy.

3o1/Doc: a. Decimal worksheet

b. Percent worksheet

4. OPa0, to
.14 Demonstrate the ability to convert S.l'otions: intg,

percents.

aasures: a. Given 20 fractions, convert eadh to a percent
.with the -1 of a calculator neLttly and
legibly and with c;),-% .pcuracy.
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SASIC EDUCATION SKILLS:ACCT CLEFK/ASST BrKFF.etc

Tool/Doc: a. Fraction worksheet

3.15 Demonstrate the ability to read clack faces to tell time.

leasures: a. Given 20 clock face s. write the time under each
neatly, legibly and with 100% accuracy.

:ool/Doc: a. Clock worksheet

.16 Demonstrate the ability to add and subtract 12 hour
clock times.

easures: a. Given 20 sets of 12 hour clock times calculate
the sum or difference as indicated neatly and
lsgibly and with 100% accuracy.

ool/Doc: a. Time worksheet
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Item 12 C.

BASIC E21JCATION SF ILLS: RETAIL'SALES CLERI

TABLE OF ..:ONTENTS

-BASIC EDUCATION SKILLS-
RETAIL/SALES CLERK DRAFT

A. READING AW:. WRITING SKILLS
A.1 Read, spell and use basic retail and merchandising terms. 1

A. Demonstrate the ability to read and interpret common
business forms. 1

A. Demonstrate the ability to read and interpret common
reference tables and charts. 1

4.4 Demonstrate the'ability to interpret and use abbreviations.
A.5 Demonstrate the ability to read and follow company policies

and procedures.
A.6 Demonstrate the ability to list words in alphabetical

order.
A.7 Demonstrate the ability to sort data by given classification

criteria.
A.8 Demonstrate the ability to list dates in chronoloaical order. -
A.9 Demonstrate the ability to copy names and numbers of stock,

distributors and products. -
A.10 Demonstrate the ability to write names and addresses with

prooer punctuation.
A.11 Demonstrate the ability to look at a diagram of a product

and identify parts of that Product.
A.12 Demonstrate the ability to follow directions from a manual

or brochure to assemble a product.
A.17: Demonstrate the ability to locate names and addresses in a

telephone directory.
A.14 Demonstrate the ability to use indexes and tables of

contents of instructions manuals And catalogs. 7

B. MATH SKILLS
r4.1 Demonstrate the ability tc read and write numbers up to

10.000.
8.2 Demonstrate the ability to calculate sums of dollar

amounts of $.01 to $9,999.99. 4

2.11: Demonstrate the ability to find the differences between
dollaar amounts of $.01 to $9.999.99. 4

2.4 Demonstrate the ability to multiply pairs of numbers in
which one number is a dollar value of $.01 to $9.999.09
and the other is 1-4 diaits. 4

3.5 Demonstrate the ability to calculate unit prices. and tc
detemine relative economy from those calculations. 4

E.6 Demonstrate the ability to use addition, subtraction,
multiplcation or division as approoriate in the
solution of problems involving a combination of two
or more functions.

2.7 Demonstrate the ability to round off decimal n_tmbers.
2.8 Demonstrate the ability to calculate percentages of numbers .

including dollar amounts. -

P.9 Demonstrate.the ability to read clock faces to tell time.
2.10 Demonstrate the ability to add and subtract 12 hour clock

times.

1065

1124



HUMBOLD- COUNTY FRI.:ATE INDUETF:1
BASIC EDUCATION SVILLS: RETAIL/SALES CL.7..

Demonstrate the ability to rsad and follOw comport%
colicies and proceduras.

Measures: a. Given a set of sample procedures for a store.
such as opening and closing the store. approving
checks, etc.. answer a series of factual questions
based on the orocedures neatly, legibly and with
80% accuracy: and

b. Given a set of sample company Policies such as
vacation znd icL, leave policies, time and
attendance policies and promotion policies.
answer a series of factual questions based on
the policies with 80% accuracy.

Tool/Doc: a. Procedures worksheet

b. Policies worksheet
DRAFT

A-6 Demonstrate the ability to list words in alphabetical
order.

Measures: a. Given 25 words (with groups sharing up to 7; initial
letters in similar sequences) in random order. list
them in alphabetical order neatly, legibly and with
90% accuracy in spelling and seauence.

Tool/Doc: a. Word list

A-7 Demonstrate the ability to sort data by given classifico-.
tion criteria.

Measures: a. Given 20 manufacturers cards. sort them first
alphabetically bv name, then chronolooicallv by
date account was started. and the numerically
by account number. Cards should be sorted with
90% accuracy.

Tool/Doc: a. Documentation of Card sorts

A-8 Demonstrate the ability to list dates in chronological
order.

Measures: a. Given 25 dates with months written in words. list
the dates in numerical form in chronolooical cinder
neatly and leclibly, with 90% accuracy in spelling
and sequence.

Tool/Doc: a. Date worksheet

A-9 Demohstrate the ability to copy names and numbers of
stock, distributors and products.
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-8ASIC EDUCATION SKILLS-
Retail/Sales Clerk

READING AND WRITING SKILLS
Read. spell and use basic retail and merchandisino terms.

Measures: a. Match basic retailing and merchandising terms with
their definitions with 80% accuracy:

b. Given basic merchandisino and retailing terms orally.
write each term neatly, legibly and with 75% accuracy:

c. Given a list of terms and a series of incomplete
sentences. fill in the blanks neatly and legibly and
with 80% accuracy in content and 907. accuracy in
r-spelling.

Tool/Doc: a. Definition worksheet

b. Spelling test

c. Sentences worksheet DRAFT

Demonstrate the ability to read and interpret common
businet.3 forms.

Measures: a. Given a variety of business formsq such as vouchers,
sales slips, purchase orders and invoices, answer. A
series of factual questions based on the forms.
Answers should be neat, legible and 75% accurate.

Tool/Doc: a. Forms worksheet

A. Demonstrate the ability to read and interpret common
reference tables and charts.

Measures: a. Given commmon reference. tables and charts. such as
organization charts. account charts, personnel
rosters. and E"a:: table s. answer a series of factual
auestions based on the data supplied neatly and
legibly and with 75% accurac.,.

Tool/Doc: a. Tables and charts worksheet

A-4 Demonstrate the ability to interpret and use abbrevia-
tions.

Measures: a. Match a list of terms with their common abbreviations
with 857. accuracv.

Tool/Doc: a. Abbreviations worksheet
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Tool/Doc: a. Stock Number worksheet

A-10 Demonstrate the atility.to write names and addr
with proper punctuation.

Measures: a. Given a list of 20 names and addresses. write each
item as a mailing label neatly and legibly, and
with 90% accuracy in spelling1 capitalization and
punctuation.

Tool/Doc.: a. Mailing List worksheet DRAFT
A-11 Demonstrate the ability to look at a diagram of a product

and identify parts of that product.

Measures: a. Given three diagrams of products, answer a series of
locational questions abased on each diagram with
807. accuracy.

Tool/Doc: a. Diagram worksheet

A-12 Demonstrate the ability to follow directions from a
manual or brochure to assemble a product.

Measures: a. Given a set of simple instructions1 follow them
to draw the described item with 100% accuracy.

Tool/Doc: a. Directions worksheet

A-13 Demonstrate the ability to lOcate addresses and numbers
in a telephone directory.

Measures: a. Given 20 names, fill out an information sheet with the
Porresponding addresses and phone numbers neatly and
legibly with 1007. accuracy.

Tool/Doc: a. Directory worksheet

A-14 Demonstrate the ability to use indexes and tables of
contents of instructions manuals and catalogs.

Measures: a. Given a manual or catalog, locate information on
products using thz index or the table of contents
as appropriate for a series of 10 items. The
information should be neat1 legible and 90%
accurate.

Tool/Doc: a. Index worksheet

MATH SK
1068

ILLS
8.1 Demonstrate the ability to read and write numbers up to
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HUMBOLDT COUNTY FRP:ATE INDUSTFY COUNCI,_ %7ONSuLT.-7C.
BASIC EDUCATION SKILLS: RETAIL/SALEE CLEPr

Measures: a. Given 10 stoc numbers and 20 dollar amounts twice
orally. write each item neatly. legibly and with 100%
accuracy: and

b. Given a list mf 20 dollar amounts. match each item
to the same item written in words with 100% accuracy.

Tool/Doc: a. Numbers list

b. Dollars.list

B -

DRAFT
Demonstrate the ability to calculate sums of dollar
amount of $.01 to $9.999.99.

Measures: a. Given 2 series of 25 of dollar amounts of $.01
to $9.999.99 calculate the sums in the first series
without a calculator with SO% accuracy, and in the
2nd series with a calculator with 1007. accuracy.
Answers should be written neatly and leoibly.

Tool/Doc: a. Addition worksheet

Demonstrate the ability to find the differences between
dollar amounts of $.01 to $°

Measures: a. Given 2 series of 2! pairs of dollar amounts of $.0!
to $9.,999.99, find the differences in the first series
without a calculator with SO% accuracy, and in the 2nd
series with a calculator with 100% accuracy. Answers
should be written neatly and legibly.

Tool/Doc: a. Subtraction worksheet.

B.4 Demonstrate the ability to multiply pairs of numbers
in which one number is a dollar value of $.01 to
$9.999.99 and the other is 1-4 digits.

Measures: a. Given 2 series of 25 pairs of numbers in which one
number is a dollar value of $.01 to $9.999.99 and
the other is 1-4 digit s. calulate the product of
each pair in the first series without a calculator
with SO% accuracy, and in the 2nd series with a
calculator with 100% accuracy. Answers should be
neat and legible'.

Tool/Doc: a. Multiplication worksheet

B.5 Demonstrate the ability to calculate unit price s. and
to determine relative economy from those calculations.

Measures: a. Gpen 10 faesimiles of unit pricing labels calculate
the price per unit with 90% accuracy without the
aid of a calculator: and

1069
b. Given 5 sets of unit prices for products, arrange

each set in the order of lowest-highest cost per
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BASIC EDUCATION SKILLS: PETAIL/SALEa:

legitle.

Tool/Doc: a. Label worksheet

b. Prices worksheet

8.6 Demonstrate the Ability to use addition. subtraction.
multiplication or division as appropriate in the
solution of problems involving a combination of twc
or more +Unctions.

Measures: a. Given 20 word problems involving the combination
of 2. or more functions, calculate the answer o
each neatly and legibly and with 807. accuracy.

Tool/D oc: a. Word problems worksheet

8.7 Demonstrate the ability to round off decimal numbers.

Measures: a. Given 20 decimal numbers, round each off to i_he
nearest tenth, hundredth and thousandth neatly
and legibly and with 1007. accuracy.

Tool/Doc: a. Decimal worksheet

8.8 Demonstrate the ability to calculate percentages of
numbers, including dollar amounts.

FT

Measures: a. Given 20 problems of the type (X% of Y = ?) where
Y is shown as a number or a dollar amount, calculate
the percentages neatly and legibly and with 807.
accuracy.

Tool/Doc: a. Percentages worksheet

8.9 Demonstrate the ability to read clock faces to tell timS.

Measures: a. Given 20 clock faces, write the time under each
neatly, legibly and with 1007. accuracy.

Tool/Doc: a. Clock worksheet

8.10 Demonstrate the ability to add and subtract 12 hour
clock times..

Measures: a. Given 20 sets of 12 hour clock times, calculate
the sum or difference as indicated neatly and '

legibly and with 100% accuracy.

Tool/Doc: a. Time worksheet
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Item 12 D.

B. MATH SKILLS

RECOGNIZES THE APPLICATION OF MATHEMATICAL SKILLS
IN VARIOUS OCCUPATIONS

2. PERFORMS WITH ACCURACY BASIC COMPUTATIONS
(+, -, X, 4.) IN SOLVING PRACTICAL PROBLEMS

(e.g. making change; computing expenses,
income; taking inventory; ordering and
purchasing materials; preparing budgets)

3. PERFORMS WITH ACCURACY CALCULATIONS INVOLVING
FRACTIONS, PERCENTAGES, PROPORTIONS, RATIOS IN
SOLVING PRACTICAL PROBLEMS

(e.g. calculating commissions, discounts,
finance charges, taxes; completing calculations
required in assembly and repair work; mixing
ingredients; converting units of measurement;
determining per unit prices and costs)

4. ESTIMATES ANSWERS TO COMPUTATIONS AND MEASURE-
MENTS AND JUDGES REASONABLENESS OF RESULTS

5. USES NUMERICAL VALUES FROM EXISTING CHARTS,
DIAGRAMS, GRAPHS, MAPS, TABLES

(e.g. determining size, distance from charts
maps, dimensions from diagrams and drawings,
rates and trends from tables, and magnitudes
from graphs)

6. USES ENGLISH AND/OR METRIC MEASUREMENT IN
SOLVING PRACTICAL PROBLEMS

(e.g. determining size, temperature, weight,
mass, volume of various materials; converting
units of measurement)

7.- COMPARES NUMERICAL VALUES
(e.g. arranging materials by size, weight,
magnitude; comparing prices and weights per
unit; comparing financial benefits)

8. USES GEOMETRIC TECHNIQUES IN SOLVING PRACTICAL
PROBLEMS

(e.g. determining.space requirements,
assembling and constructing from instructions)

9. USES ALGEBRAIC SYMBOLISM AND TECHNIQUES IN
SOLVING PRACTICAL PROBLEMS

(e.g. using formulas in making scientific
computations; making financial calculations)

10. CONSTRUCTS DIAGRAMS, CHARTS, DRAWINGS, RECORDS,
lABLES REQUIRING NUMERICAL CALCULATIONS

(e.g. constructing graphs and charts;
recording inventories; making geometric
figures and scale drawings)
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B. MATM SKILLS (dontinued)

11. USES ELEMENTARY STATISTICS IN SOLVING PRACTICAL
PROBLEMS

(e.g. calculating mean, median, mode, range)

12. USES INSTRUMENTS ASSOCIATED WITH MATHEMATIC
PROBLEM SOLVING

(e.g. clocks, ruler, gauges, meters, scales.,
calculators, computers)

C. COMPUTER SKILLS

1. HAS A BASIC KNOWLEDGE OF HOW COMPUTERS WORK,
COMMON COMPUTER TERMINOLOGY, AND VARIOUS
APPLICATIONS OF COMPUTERS

2. HAS EXPERIENCE IN USING THE COMPUTER AS A TOOL,
WHICH INCLUDES EXPERIENCE WITH INPUTTING AND
ACCESSING DATA FROM THE COMPUTER

3. HAS EXPERIENCE WITH VARIOUS COMPUTER PROGRAMS
(e.g. business applications, data management,
simple programming, word processing)

4. HAS A GENERAL UNDERSTANDING OF THE PROBLEMS AND
ISSUES CONFRONTING BOTH INDIVIDUALS AND SOCIETY
IN THE USE OF COMPUTERS

1072
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D. READING SKILLS

1. RECOGNIZES APPLICATION OF READING SKILLS IN
VARIOUS OCCUPATIONS

2. DEVELOPS VOCABULARY RELATED TO CAREERS AND
OCCUPATIONS OF PERSONAL INTEREST

3. READS FOR DETAILS AND SPECIAL INFORMATION
(e.g. labels, handbooks, forms, schedules,
directories, computer printouts, job
descriptions, catalogs, manuals, charts)

4. INTERPRETS PICTORIAL, GRAPHIC AND SYMBOLIC
INFORMATION
(e.g. advertisements, signs, graphs, tables,
maps, diagrams, schematics, charts, blue-
prints)

5. LOCATES INFORMATION IN COMMON REFERENCE
MATERIALS

(e.g. abstracts, dictionaries, encyclopedias,
directories, indexes, periodicals)

6. FOLLOWS INTENT OF WRITTEN DIRECTIONS, INSTRUC-
TIONS, AND PROCEDURES

(e.g. rules and rcgulations; recipes; manuals
outlining assembly, operation, maintenance,
repair procedures; instructions for completing
forms, projects, tests)

7. INTERPRETS IDEAS AND CONCEPTS - COMPREHENSION
(e.g. newspapers, periodicals, textbooks,
re orts, manuals, contracts, correspondence)
SAMPLES OF COMPREHENSION SKILLS:
Comprehends main and subordinate ideas
Distinguishes facts from opinions
Reccgnizes cause and effect
Generalizes and infers from context
Recognizes inconsistent/illogical information
Makes qualitative judgements

8. READS ACCURATELY AT AN APPROPRIATE RATE
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E. WRITING SKILLS

I. WRITES LEGIBLY
(e.g. manuscript or cursive, depending
on situation)

2. COMPOSES FORMAL LETTERS
(e.g. requests for information or materials;
replie: to correspondence; letters seeking
employment)

3. FILLS OUT FORMS
(e.g. logs/schedules; applications; transactions)

4. RECORDS MESSAGES
(e.g. person-to-person; telephone)

5. WRITES MEMORANDUMS
(e.g. notices about class/school/work
activities)

6. COMPOSES ADS/TELEGRAMS

7. WRITES INSTRUCTIONS AND DIRECTIONS
(e.g. locational, procedural)

8. MUTES REPORTS
(e.g. progress, laboratory, field, research)

9. DEVELOPS SUMMARIES
(e.g. descriptive, editorial, evaluative)

10. TAKES NOTES AND/OR.OUTLINES FROM TEXT MATERIAL
AND ORAL PRESENTATIONS

11. -CORRECTS WRITTEN MATERIALS CONSIDERING
ORGANIZATION, STRUCTURE, WORD CHOICE, GRAMMAR,
PUNCTUATION, AND SPELLING

1674'
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COURSE TITLE(S)

F. COMMUNICATION SKILLS (speaking and listening)

1. REPORTS ACCURATELY AND CONCISELY THE MESSAGES
AND STATEMENTS OF OTHERS

2. FOLLOWS INTENT OF ORAL DIRECTIONS AND
INSTRUCTIONS

3. SPEAKS DISTINCTLY, CLEARLY, AT A RATE APPRO-
PRIATE FOR THE SITUATION

4. CAN FORMULATE QUESTIONS TO OBTAIN NEEDED
INFORMATION

5. ANSWERS QUESTIONS IN A CLEAR AND UNDERSTANDABLE
MANNER

6. EXPLAINS ACTIVITIES AND IDEAS ACCURATELY AND
CONCISELY

7. USES WORDS, PRONUNCIATION, AND GRAMMAR
APPROPRIATE FOR SITUATION

8. STAYS ON THE TOPIC IN TASK RELATED CONVERSATIONS

9. USES NON-VERBAL SIGNS APPROPRIATELY

O. DEVELOPS AND ORGANIZES IDEAS ABOUT A SUBJECT
FOR THE PURPOSE OF PRESENTATION TO A GROUP

11. EFFECTIVELY PRESENTS INFORMATION TO GROUPS
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Item 12 E.

PLEASE CHECK ThL A22MYRIATE BC=5:

I I Technical School Graduate
Major program area:

Job description or job title:

Optional In!ormation:

Same

Company

Address

/

/ Technical School Instructor
Major program area:

If you would like a summary of our results, please check the box: /

LISTENING: For employees who graduated from technical school with an
Amsociate Degree, how important are the following listening skills
on the job?

Use a scale from 0 to 4: 0 = not important
1 = slightly important
2 = important
3 = very important
4 ,c essential

1. Understand and follow oral instructions or directions

2. Evaluate oral imormation

3. Disregard distracting ncises

4. Repeat oral messages accurately

5. Maintain objectivity while listening

6. Listen for main ideas.

7. Listen for details

S. 'Recall details instantly

9.

ID,

Listen for intended meaning

Recognize the organization of oral em..A5=z

I

;

11. Summarize oral information
,12. Listen to information given on television or tape recordings

13. Listen to information from one person

14. Listen to information from two or more people at the same time I :

; I

Listen to complaints from customers I 1

ccontinued)
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LISTENING SKILLS CONTINU7
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16. Demonstrate attentive list by asking appropriate questions

17. Nonverbally demonstrate careful, tactful listening

18. Use th,;) telephone to receive information and/or orders

19. Use the telephone to receive complaints

Other Listening Skills:

SPEAKING: For employees who graduated from technical school with.an

0 1 2 .1.4

Associate Degree, how important are the following speaking skills
on the job?

I. Use technical terms correctly

2. Use proper grammar when speaking

3. Speak clearly and loudly enough

4, Make announcements

5. Describe events accurately and objectively

6. Read aloud accurately and expressively

7. Speak to a large group related to the job

8. Speak to a large group unrelated to the job

9. Use graphs, charts and other visuals effectivyly while speaking . .

10. Demonstrate a positive attitude

11. Dictate using a recording device or telephone

12. Dictate to a secretary

13. Adapt language so the listener can understand

14. Demonstrate c.ourtesv and tact

15. Communicate effectively with customers or clients ....... . . .

1

16. Communicate effectively with superior

17. Make simple introductions

18. Respond properly in a job-application interview

19. Respond properly in on-the-job interviews

(continued)
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SPEAKING SKILLS - CONTINUED

20. Conduct interviews with customers, clients or patients

21. Conduct job-application interviews

22. Give instructions or directions on a one-to-one basis

23. Give instructions or directions to a small group

24. Persuade on a one-to-one basis

25. Persuade a small group

26. Give information or explanations on a one-to-one basis

27. Give information or explanatl-ns to a small group

23. Present technical data cn a one-to-one basis

29. Present technical data to a small group

O. Participate in a job-related group discussion

31. Participate in a group discussion to solve a problem

32. Lead a decision-making group

33. Lead a meeting using parliamentary procedure

34. Ask questions to clarify information

35. Use the telephone to give information

36. Use the telephone to respond co complaints

37. Use the two-way radio effectively

Other Speaking Skills:

WRITING: For employees who graduated from technical school with an
Associate Degree, how imporeant are the following writing skills
on the job?

1. Adapt language for the reader's understanding

2. Use legible penmanship

3. Proofread and edit

4. Prepare an outlina

c. Prepare a planning sheet

(continued)
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6.

7.

8.

Use cnrrect grammar when writing

Use correct punctuation and capitalization when writing

Spell everyday words correocly ,

9. Spell and use technical words correctly

10. Use abbreviations and numbers correctly.

11. Write clearly and concisely

12. Write descriptive, attention-getting advertising copy

13. Prepare a resume or data sheec

14. Write a letter of application for a'job

15. Write business letters to give or request information

16. Write credit or collection letters

17. Write sales letters

18. Write claim and adjustment letters

19. Write other business letters (specify types)

20. Write interoffice memoranda

21. Prepare graphs, tables and other visuals

22. Write directions or instructions

23. Write to persuade

24. Complete job-related forms

25. Write a short informal report .

26. Write a laboratory report

27. Prepare a progress reporc

28. Write a factual narrative report

29. Write a formal report based on research

30. Summarize technical data

31. Take notes

Other Writing Skills:

(continued)
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READING: For employees who graduated from technical 'school with An
Associate Degree, how important are the following reading Akin,
on the job?

I. Understand occupatioual terminology . . .

Uuderstand articles or books related to Job

3. Understand manuals related to job

4. Understand technical information unrelated to job

5. Locate specific information in manuals or in other publications . . .

6. Understand legal and contractual documents

7. Look up words in the dictionaryv_

8. Understand short stories, novels or poets

9. Understand notes, letters, and memos

10. Understand information L:ead in the newspaper

11. Read quickly (or skim) to get main ideas of written information . .

12. Evaluate written information

13. Interpret visuals such as graphs, maps or charts

14. Follow written directions or instructions

15. 'Understand forms related to job

16. Read for intended meaning

17. Remember significant details

Other Reading Skills:

General Comments:

Judith R. Rice
District One Technical Institute
620 West Cleiremcnt Avenue
Eau Claire, WI 54701

Telephone: 836-2826
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CitiAPTER 13. APPENDIX ITEMS

A. San Jose State University, Handbook rosr Developing Competency-Based

Curricula for New and Emerging Occupations, June, 1980

o Task Inventory Instructions
1085

IL Maryland State Department of Education, "How to Do a Job Analysis," 1978 1087

o Job Inventories and Task Detailing Worksheets

C. Humboldt County (California) Private Industry Council 1093

o Competency Statements for Account Clerk, Assistant Bookkeeper, etc.

D. Private Industry Council of South Florida 1107

o Partial Listing of FY1982 Benchmarks for Secretary, Clerk Typist, General Clerk,
Receptionist

E. 1111

o Manual/Perceptual Skills

F. Consolidated Youth Employment Program 1117

o Certification of Skill Competency

G. State of Iowa Office for Planning and Programming 1119

o Certificate of Competencies Achievement

H. Birmingham Private Industry Council 11211

o Task Documentation
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Item 13 A.

TASK INVENTORY INSTRUCTIONS
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QUESTION *1 "Tosk Occurrence"

DIRECTIONS FOR REPORTING WHICH ACTIVITIES
YOU PERFORM ON YOUR PRESENT JOB

(Please read thapage carefully and completely)

During the last year or so In your present job positIon as a Business Data Programmer,
which of the activities in the List of Activities have you performed? Place a check mark
or "X" in the column to the right of each activity statement to indicate which tasks you
have actually been doing. Task aCtivities not performed by you should be left blank.

Be sure to read every activity listed. Do not depend on the duty labels that are used to
group the activities. These duty categories are not definite. They may contain some of
your job activities, even when you do not generally perform the duty itself.

3. Do Include as part of your job:

a. Recent work experiences as a Business Data Programmer in other offices of your
present firm, but not for other employers.

h. Performance of an activity not normally done by you, but that you did do at least
once as part of your job, even if it was in a very special or unusual circumstance.

. Do not mad. activities:

a. Done only when you were employed in some other job position (,,ich as Junior
Programmer, Engineering and bcientific Programmer, or Systems Analyst).

b. If siou occasionally "assist" someone else to do the activity, but you are not too
greatly involved in the performance. However, if you handled a significant portion
of the activity (and only you can be the judge of that), the occasion may be counted.

c. If they are sou, Ily performed by an assistant assigned to you, and not by you.

5. In answering this question of which activities you actually perform, pay particular atten-
tion to the "action verb." The "action verb" is usually the first word of each statement.
Do not indicate performance of activities done by a subordinate and only supervised by
you, unless the "action verb" implies such supervision a3 a part of the activity.

6. The pages of the Task Inventory.booklet should not be removed when answering this
question; they will need to be in proper sequence later to process your answers along
with those of other people answering this question.

NOW TURN TO PAGE 1 OF THE ACTIVITIES LIST,
AND BEGIN MARKING YOUR ACTIVITIES IN THE BOXES PROVIDED.

Thank you for your participation in this study.
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Item 13 B.

JOB INVENTORY
IDUTY.TASK LIST) PISS of Peen

I. Check tasks you perform now ISir.
2. Md any tasks you do now rsMds we not listed.

3. In the "Time Spenr column, rate chocked liKtasks on time spent In your present fob.

Time Spent Scale
I - VERY mucH !BELOW AVERAGE 4 - ASOUT AVERAGE 7 - VERY MUCH ASOVI1

2 - NUM AVERAGE 5 - SLIGHTLY ASOVE AVERAGE AVERAGE

- SLIGHTLY !BELOW AVERAGE 6 - ASOVE AVERAGE
,...,

CHECK IF
DONE IN
PRESENT

MI

TIME SPENT
DOING THESE

TASKS IN
PRESENT JOS

OFFICEun
ONLY

111=ff 4,

AINW

VINNOINI
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JOBINVENTORY
IDUTY.TASK LIST) 'wig of ' Plow

1. Cluck tasks you Per lorm now 144:
2. Add any tasks you do now whicis are not listed.

3. In the "Time Spent" column. rate dsecked fiKesks on time spent in your present jot).

Time Spent Scale

I velilY MUCH SILOW AVIRAGS 4 ... MOUT AVIPIAGS 7 ... VIM' MUCH 44SOYI
2 . /SLOW AI/SNAGS I SLIGHTLY 4110VI 41/1NAGI Avero.os

SLIGHTLY 11110W AVIMAGIII 41 MOVIE AVIRAGI

TWO PINT
Dowd noISI

TAUS IN
MOUNT J013

F. PERFORMING TRANSCRIPTION ACTIVITIES
CHM IP
GONG IN
MUM'

JO

°ppm
MI

ONLY

1. Adjust transcriber controls (123) t2:56)
2. Arrange needed sources

(124)

. Burst (separate) and attach
...L.IsAtrti to dosdam_e_nts (125) f_c_A)

4. Corw,v)Te correspondence
(126)- ... - ,

5. MouJtor transcribing equipment
ror input (127)

(128)6. Prioritize documents before typing

T. Proofread handwritten or rough drafts
(129)

624
8. Select the format and layout before

tvnin (130)

9. Take dictation at the typewriter
(131)

10. Transcribe from recorded media
(132)

NOTz: If any tasks you perform under this duty
ww. the

following spaces. Rate them according t-
-m
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Noe
Comply V-TCCS

City task Deteiling

Type Work Worksheet Ol

Dote

TAU:

*Tools sod or briEncet
st mmte tas comp eiToi'llme:

List below those individual utes a worker would hike to c lete the entire task. flours rlutes

Illsterisle sod/or !miler

Note: If insufficient spry exists to cog_e_Aslaj_istscletontinue on beck of this worksheet.

What checks vouln $ worker mike to ensure,latisfactory .Jsk.performance?

11.1,M.1111=i.mmim....4=..

not mse tra sates

vilest trade owes are

comely used to de-

scribe these item.

t re en, pi

rforsed?aims
ines, regu stints, sts r s, etc., csus you to perform t s e tag in t e manner
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TASK DETAILING WORKSISET #1

TASK:

Steps in Perforaing Tuk

,,--.....-Conditions Staadard Reference for Standard

TASK DETAILING WORKSHEET
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DUFF: F. SHAMPOOING AND RINSING HAIR

TASK: F-1 Give plain shampoo

STEPS IN PERFORMING TASK CONDITION STANDARD

1. Seat patron comfortably. ,

,2. Select and arrange required materials.

3. Wash sad sanitize hands.

4. Drape patron.

5. Ask patron to remove neck or ear jevelry

and glasses.

6. Remove all hair pins from hair.

7. Exaeine condition of patron's hair and

scalp.

0. Brush hair thoroughly.

9. Adjust flumpoo cape over back of shampoo

chair.

10. Adjust volume and temperature,of water

spray.

Wet hair thoroughly.

Apply shampoo.

Give manipulations.

Rinse hair thoroughly.

Apply shampoo again.

Rinse hair thoroughly.

Partially towel dry hair.

11.

12.

13.

14.

15.

16.

17.

Sources Consulted

The Van Dean Manual - -1974

1pp. 43-45)

Stamdard Textbook of Cosmetology - -1972

(pp. 45-47)

Given needed equipment

and supplies and pro-

vided with a patron.

TASK DETAILING WORKSHEET 02

1147

Patron is satisfied.

Oil and soil are re-

moved from hair.

Soap curds at re-

moved from hair.

Process completed in

Approximately 5

minutes.

REFERENCE

STANDARDS

Van Dean

Manual



HUMPCL:" tP:' %TE IUDUSTP,' CCUNCIL CONSULT.LT!

Item 13 C. TABLE OF CONTENTS DRAFT
-JOB spECIFIC srILLs-

AccT CLERf/ASST EKKFER/BILLING/ACCTS PAYABLE/ACCTS RECEIVABLE/PAYROLL/
FINANCIAL CLERK

A BUSINESS MACHINE SKILLS
A.1 Demonstrate the ability to type standard forms. 1

A. Demonstrate the ability to use a 10 key calculator. 1

A. Demonstrate the ability to use copy machines. 1

GENEPAL OFFICE SKILLS
8.1 Demonstrate the ability to answer the telephone and take

phone messages.
8.2 Demonstrate the ability to file and retrie.!03 cards and

documents in alphagetical. chronological and numerical
,nrder. -

r-4,7 Demonstrate the ab!lity to utilize a crass referenced filing
system.

BASIC BOOKKEEPING SKILLS
Describe the basic accounting system.
Divide transactions into their debit and credit parts. 4

Define the terms related to recording and posting opening
entries in journals. 4

c..4 Journalize business transactions.
C.S Post ta the general ledoer.
T.6 Prepare trial balances, and demonstrate the ability to

locate errors within them. 6

C.7 Prepare a trial balnce, income statement and balance sheet
an a sig column work sheet. 6

C.8 Prepare financial statements from sig column work sheets. 7

C.9 -Close the ledger. 7

CASH SYSTEMS AND CHECKING ACCOUNTS
D.1 Conduct bank transactions. 8

D.2 Reconcile bank statements. 9

D.T. Establish a oetty cash fund using a vouncher system. 9

ACCOUNTS PAYABLE AND ACCOUNTS RECEIVABLE
E.? Journalize purchases in a purchases journal and post to

subsidiary ledgers. 10

E.2 Journalize cash paymentl in a cash disbursements journal
and post to subsidiary accounts payable ledgers. 11

E.:: Journalize sales and cash receipts in a cash receipts
iournal and post to subsidiary ledgers. 11

PAYROLL AND PAYROLL TAXES
F.1 Prepare and record employee payrolls. 12

F.2 Prepare payroll tag forms for submission to state and
federal governments. 4 ,?

AUTOMATED ACCOUNTING SYSTEMS
G.1 Complete dAta entry forms for an automated accounting

system. 13

G. Make basic recording entries to an automated accountina
svstem using a CRT. 14
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A
A.1

MB-SPECIFIC SKILLS

BUSINESS MACHINE SKILLE
Demonstrate the ability to type standard forms.

Measures: a. Type a minimum of 40 wpm with no less than 3 errors
on a five minute typing test:

b. Type four different preprinted business forms with
the necessary information with any errors neatly
corrected; and

c. Given five names and addresses type five file
lolder and five mailing labels neatly and with any
erroer neatly corrected.

Tool/Doc: a. Standard five minute typing test (straight text)

b. Completed copies of business forms

c. File folder labels and mailing labels

A.2 Demonstrate the ability to use a 10 key calculator.

Measures: a. Given a three minute test, type data at 150 spm with
1007. accuracy;and

b. Given five addition,five subtraction,five division,
five multiplication and five percentage problems,
use the calculator to perform the tasks with 1007.
accuracy.

Tool/Doc: a. Three minute test using straight columns of figures

b. 45 problem arithmetic test

A.3 Demonstrate the ability to use copy machines.

Measures: a. Use a copy machine to make one and two-sided single
and multiple copies of a document with 100%
accuracy. Multiple page documents should be collated
and stapled neatly and with 100% accuracy.

Tool/Doc: a. Comr 1 Copies
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GENERAL OFFICE SKILLS
B.1 DeMonstrate the ability to answer the telephone and

takR phone messages.

Measures: a. Answer five telephone calls using good phone skills
(i.e., good English, speaking clearly, politely...)
and take messages with 100% accuracy (to include
names and telephone numbers of the calling partiesq
timR of day, date and who the message is for, and
by whom it was taken). Phone skills must be rated
as satisfactory by the (calling) evaluator.

Tool/Doc. a. Evaluators ratings of five calls, telephone
messages.

DRAFT
B.2 Demonstrate the ability to file and retrieve cards and

documents in alphabetical, chronological and numerical
order.
-

Measures: a. File a set.of 25 documents in alphabetic order and
within the letter in chronological order with no
more than three misfilings in no less than
minutes:

b. File 25 cards numerically with 1007. accuracy in
less than minutes; and

c; Given a list of 10 file names retreive files from
an alphabetical file with 1007. accuracy in no less
than minutes;and-

d. Given a list of 10 nUmbers, retreive cards from a
numerical file with 100% accuracy in no Jess than

minutes.

Tool/Doc: a. Trainer's documentation of correct filing and time
taken

b. Trainer's documentation of correct filing and time
taken

c. Trainer's record of documents retrieved and time
taken

d. Trainer's record of. cards retrieved and time taken

B.3 Lemonstrate the ability to utilize a cross referenced
filinc SVF24:2M.
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Measures: aw Given ten documents to be cross referenced1 prepare
a list of those documents with the cross reference
notation following each entry neatly, legiblY'and
with 1007. accuracy: and

b. Given a cross reference list of five entries,
.carrectly locate the five references with 100%
accuracy.

Tool/Doc: a. Cross reference list

C.1

DRAFT

b. Trainer's documentation of correct location of
documents

BASIC BOOKKEEPING SKILLS
Describe the basic accounting system.

Measures: a. Given 25 financial items and their descriptions,
classify each as an asset, a liability or as capital
(owner's equity) with 807. accuracy;

b. State the fundamental bookkeeping equation and,
given 10 s;ets of two elements, calculate the
value of the missing element neatly, legibly and
with 100% accuracy:

c. State three basic variations of a transaction's
potential effects on acc.,. .nts neatly and with 100%
accuracy;

1

d. Given a series of accounting terms related to
starting an accounting system, match each to its
definition with 100% accuracy: and

e. Given 8 financial items and the name of a company,
prepare a beginning balance sheet for that company
neatly, legibly and with 100% accuracy.

Tool/Doc: a. Financial items classification worksheet

b. Bookkeeping equation worksheet

c. Statement of transactions' effect on accounts

d. Definitions worksheet

e. Balance sheet

1096

1151



C.2 Divide transactions into their debit and credit Warts.

Measuress a. AnalYze a series of transactions shown on T accounts
and sort the entries into debits and credits with

.twith 100% accuracy;

b. 1Given 3 lists of account balances for.difftwent
clients, open a ledger of ".-accounts for each client
(including T accounts for their creditm-s), and
use tt's fundamental bookkeeping equation to
demonstrate that debits equal credits;

c. Stste the three rules of debits and credits with
100% accuracy, and show each rule on a T account
heatly, legibly and .with 1007. accuracy; and

d. Given an account, calculate its balance and identify
the side on which it should be shown with'100%
accuracy.

e. Identify and classify accounts affected by transac-
tions with 1007. accuracy.

Tool/Doc: a. T accounts worksheet

b. Proving equality worksheet

c. Written statement o+ rules and T account delictions

d.1 Account balance worksheet

e. Account classification worksheet
DRAFT

C. t)stfine the terms related to recording and posting
opening 'entries in journalS.

Measures: a. Given the terms related to reccrding and posting
opening entries, match them to their definitions
with 1007. accuracy.

Tool/Doc: a. Openi.ng entries definitions worksheet

C.4

Measures:

Journalize business transactions.

a. Given r1e of in=omplete sentences, fill in the
blane to complete WI to state the five rules of
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journalizing, and the rules of how accounts'
increases aid decreases are shown by debits and
credits. The sentences should be completed neatly,
legibly, and with 100% accuracy in spell'ing ahd
content;

b. Given five source documents ur their fascimiles,
.:record those trans.actions in a multi-column general
journal neatly e^,c1 legibly and with 100% accuracy

in entries and spelling;

Tools/Doc: a. Journalizing fill-in worksheet

b.. General journal page

Post to the general ledger.

DRAFT

Measures: a. Arrange a series of accounts for a small business
in a chart of accounts neatly, legibly and with,
100% accuracy in spelling;

b. Given a general journal page and a'series of account
numbers, post the entries to the appropriate ledgers
neatly;.logibly and with 1007. accuracy in spelling,
format and'entry content; and

c. Given a completed general journal page, locate the
matching ledger entry for each item on the journal
page with 1007. accuracy.

Tool/Doc: a. Chart of accounts

b. Ledger pages

c. Trainer's documentation after demonstration

C.6 Prepare trial balances, and demonstrate the ability to
locate errors within them.

Measures: a. From a ledger of simple T-accounts.pencil-foot each
ledger to find the balance of each account and
prepare a trial balance sheet neatly, legibly and
with 100% accuracy in computation, format and
entries; and

b, Given - 7eries of transactions. record them in a
beneral journal, post trn to the ledger accounts.
4.Q.7t hi. 1.aJcier acczunts and prepare a trial
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balance sheet neatly, legibly and with 1007. accuracy
in computation, format and entries;

c. Given 5 trial balance sheets, locate the 3 st:teets
containing errors, find and correct the errori with
1007. accuracy; and

d. From a T.eries of statements, identify those
-statements which describe errors that would not
show up on a trial balance with 100 % accuracy.

Tool/Doct a. Trial balance sheet

b. Trial balance sheet

c. .Correoted trial balance sheets

d. Trial balance worksheet

C.7 Prepare a trial balance, income statement and balance
sheet on a six column work sheet.

Measures: a. Given a series of incomplete statements about six
column work sheets, fill in the blanks neatly,
legibly and with 1007. accuracy;

b. Given a ledger of simple T accounts, prepare a
trial balance, income statement and balance sheet
on a six column work sheet neatly, legibly and
with 1007. accuracy in format, computation and
entries; and

c. Given a series of ledger gSages, prepare a trial
balance, income statement and balance sheet on
a six column work sheet neatly, legibly and with'
1007. accuracy in format, computation and entries.

Tool/Doc: a. Worksheet fill-in

b. Six column work sheet

c. Six column work sheet

DRAFT

0.3 Prepat-e financial sitat,?ments from si olumn work'
1099
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sheets.

Measures: a. Complete an income statement from a six column work
sheet neatly, legibly and with 1007. accuracy in
format and entries;

b. Complete a capital statement from a six column work
..tsheet neatly, legibly and with 100% accuracy in
format and entries; and

c. Complete a balance sheet from a six column work
sheet neatly, legibly and with 1007. accuracy in
format and entries.

Tool/Doc: a. Income statement

b. Capital statement

c. Balance sheet

C.9 Ckose the ledger.

DRAFT

Measures: a. Given a series of statement.- about closing out
accounts, number them in the order that the
accounts should be closed with 1007. accuracy;

b. Given a general journal sheet, post the closing
entries for each account neatly, legibly and
.with 1007. accuracy in format and entries;

c. Given a series of incomplete statements, fill
in the blanks to complete the steps for balancing
and ruling balance sheet accounts neatly, legibly
and with 1007. accuracy;and

d. Given a series of ledger sheets, balance and rule
each, and prepare a post-closing trial balance
neatly, legibly and with 1007. accuracy.

Tool/Doc: a. Closing worksheet

b. Ledger sheets

c. Balancing and ruling worksheet

d. Ledger sheets and post-closing trial balance

CASH SET7:t1'3 )ND CHECING Accomrs
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D.1 Conduct bank transactions.

Measures: a. Given the necessary information, prepare 5 bahk
deposit slips neatly, legibly and with 100%
accuracy in spelling, computation and entries;

b.M.Given facsimiles of endorsements match each with
jts type of endorsement, and what that endorsement
.means with 1007. accuracy;

c. Given the necessary information, complete 5 checks
and their stubs in written and typed forms neatly,
legibly and with 100% accuracy in format, spelling,
computation and entries; and

d. Post the check amounts in the general journal and
oopropriate account ledgers neatly, legibly and with
10U% accuracy in format and entries.

e. Prepare deposit by bundling bills(ar their
facsimiles), wrapping coins and endorsing checks
neatly and with 1007. accuracy;

MI

a. Deposit slips

b. Endorsement worksheet

c. Checks and stubs

d. General journal and account ledgers

Wrapped coins and bundled bills

DRAFT

D.2 Reconcile bank statements.

Measures: a Given a bank statement, record bank service charges
in a cash journal neatly, legibly and with 100
accuracy in format and entries;

b. Correctly state the three'reasons that a depositor's
check stub balance and the bank statement may not
agree; and

c. Given a check stub balance and a bank statement,
prepare a bank reconciliation statement in written
and typed versions neatly, legibly and with 100%
and with 1007. accuracy in format, computation and
entries.

Tool/Doc: a. jcu-nal 1101
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by Statement of reasons

c. Bank reconciliation statenents

DRAFT

D.Z Estiblish a petty cash fund using a voucher system.

Measures: a. Given 5 sets of 10 bills (or facsimiles) in 5
denominations and 20 coins in five denominations,
correctly count each set;

b. Given 5 requests for money, count out the bills
and coins to correctly match each request;

c. Prepare 5 vouchers and 5 cash receipts in written
and typed versions neatly, legibly and with
100% accuracy in spelling, format and calculations;

d. Given a cash payments journal, establish and re
plenish a petty cash fund; and

e. Given 5 sets of vouchers and cash amounts,
match each set against a given petty cash fund

- amount to prove the cash or determine whether
and the extent to which the petty cash funds
may be short or over with 100% accuracy.

Tool/Doc. a. Counting cash worksheet

b. Requesting cash worksheet
1

c. Vouchers and receipts

d. Petty cash fund journal

e. Petty cash fund worksheet

ACCOUNTS PAYABLE AND ACCOUNTS RECEIVABLE

E.1 Journalize purchases in a purchases journal and post
to subsidiary ledgers.

Measures: a. Classify a series of accounts related to purchases
and post them in a purchases journal neatly, legibly
and with 100% accuracy in format and entries;

b. Given a purchases journal page, post the entries
into subsidiary accounts payable ledgers neatly,
legibly and with 100% accuracy in format and
entries; and

c. Given subsidiary account= oayable ledger sheets,
prepare a schedula of accounts payable neatly,

1102
. .
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legibly and with 100% accuracy.

Tool/Doc: a. purchases journal page

b. Accounts payable ledger pages

c. Schedule of accounts payable

D.5 Journalize cash payments in a cash disburesments journal
and post to subsidiary accounts payable ledgers.

Measures: a. Given a check stub record, open a cash disbursements
journal and record each transaction, placing a
checkmark neat to any entry that is not to be posted
seperately. The journal should be neat, legible and
1007. accurate in format and entries

b. Given a partially completed disbursements ledger
page, post the transactions to accounts payable
ledgers and summarize the journal neatly, legibly
and with 1007. accuracy: and

c. Given a partially completed disbursements ledger
page, determine.which accounts still need to be
posted with 100% accuracy.

DRAFT
Tool/Doc: a. Cash disbursements page

b. Subsidiary accounts payable ledger pages

c. Cash disbursements page with non-posted items
circled

E.4 Journalize sales and cash receiOts in a cash receipts
journal and post to subsidiary ledgers.

Measures: a. Given a set of sales invoices, open a cash receipts
journal and journalize the transactions neatly,
accurately and with 1007. accuracy;

be Given a 1-1 receipts journal, post the subsidiary
accoun

. ivatle ledgers and summarize the
jcur-nal neatly, legibly and with 100% accuracy;
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cv Given subsidiary accounts receivable ledgers,
prepare a shedule of accounts receivable netly,
accurately and with 100% accuracy;

d. Given source documents, enter each transaction into
an expanded four column cash receipts journal

qneatly, legibly and with 100% accuracy.

Tool/Doc: a. Cash receipts journal page

b. Subsidiary accounts receivable ledger pages

c. Schedule of accounts receivable

d. Four column cash receipts journal page

F.1

PAYROLL AND PAYROLL TAXES

Prepare and record employee payrolls.

DRAFT

Measures: a. Given 10 time cards and pay rates, calculate and
list each employee's earnings neatly, accurately and
with 100% accuracy;

b. Given 10 employees' earnings, determine each
employee's payroll income tax and FICA deductions
listing them neatly, legibly and with 100% accuracy%

;

c. Given the employees' time cards prepare a semi-
monthly payroll neatly, legibly and with WO%
accuracy;

d. Given the employees' time cards, prepare a payroll
register neatly, legibly and with 1007. accuracy;

e. Given a series of time cards for an employee,
prepare an employee's earnings record neatly,
legibly and with 100% accuracy; and

f. Given a payroll register, prepare check fascimiles
(with stubs) in written and typed versions neatly,
legibly and with 100% accuracy.

Tool/Doc: a. Earnings worksheet

b. Payroll income tax and FICA worksheet

ce Semi-mc ly payroll

d. Payroll cegi,ster
1104
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ACCT CLERK/ASST BKKPR/BILLING/PAYROLL/FINANCIAL CLERK

e. Employee's earnings record

f. Payroll checks (inclWing stubs)

F.2 Prepare payroll tax forms for submission to state and
federal governments.

Measures: a. Given a payroll, journalize the payroll in a cash
payments journal neatly, accurately and with 100%
accuracy;

b. Post payroll entries from a cash payments journal
neatly, legibly and with 100% accuracy;

c. Given 5 employers' payrolls, calculate and list
each employer's payroll taxes neatly, legibly and
with 100% accuracy;

d. Journalize an employer's payroll taxes in a general
ledger neatly, legibly and with 1007. accuracy;

e. Post an employer's payroll taxes entry from a
general journal neatly, legibly and with 1007.
accuracy;

f. Prepare 5 employers quarterly federal tax returns
(Form 941) in written and typed versions neatly,
legibly and with 100% accuracy;and

g. Journalize payment of liabilities for withholding
and payroll taxes in a cash payments journal neatly,

! legibly and with 100% accuracy.

Tool/Doc: a. Cash payments journal page

b. Payroll ledger pages

c. Payroll taxes worksheet

d. General ledger page

e. Payroll tax ledger page

f. Form 941s

g. Cash payments journal page

AUTOMATED ACCOUNTING SYSTEMS
1105
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6.1 Complete data entry forms for an automated accounting
system.

Measures: a. Assign account numbers to accounts in generai'lledger
neatly, legibly and with 1007. accuracy;

b. Prepare a chart of accounts setup form with 90%
.:accuracy;

c. 'Prepare financial statement setup forms with TO%
accuracy;

d. Analyze a systems flowchart to correctly list the
steps that an automated accounting system will
*olrow. List should be neat, legible and 75%
accuracte; and

e. Prepare a journal entry transmittal for an opening
entry neatly, legibly and with 100% accuracy.

Tool/Doc: a. List of account numbers

b. Printout of chart of accounts

c. Printout of financial statement

d. List of steps

e. Journal page

DRAFT

G.2 Make basic recording entries to an automated accounting
system using a CRT.

Measures: a. Given data for a chart of accounts and for a
financial statement, enter data using a CRT with
1007. accuracy;

b. Retreive accounts receivable, accounts payable and
general ledger data using a CRT with 100% accuracy;
and

c. Given a set of written instructions, manipulate the
data in the accounts receivable, accounts payable
and general ledger files.

Tool/Dor:: a: Chart m- .--ounts printout

b. Printr...N.Aii 4 accountir, receivable, accounts payable
1106
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SOUTH FLORIDA EMPLOYMENT AND TRAININGCONSORTIUM
225 N.E. 34th Street, 2nd Floor, Mende

norlds 33137. COOP 879-3519

Item 13 D.

FY 1982 BENCHMARKS FOR

SECRETARY, CLERK TYPIST, GENERAL CLERK, RECEPTIONIST

asugets Mle G. Sennett City of Hialeah Howard Gary, City of Miami Harold Toal,
City of Miami Beach Kermit Lewin, Monroe County M.R. Stierheirn, Dade County
mamm Pomace Charlotte Cffitl-mh, 1107
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BENCHMARK NUMBER LINEN

6.

1.

8.

Numerical filing

Geographical

Filing

Subjict Mine

1--. I 9. Cross Reforrnce
1.

Documents0
03

10. Information

istrleyal

Given 25 documents to be flied, the para.

clpant will file the documents using the

numeric method, with no lore than three

documents misfiled.

Given 25 documents to be filed, the part14

cipant will flie the documents using the

geographic method with no more then three

documents misfiled.

Given 25 docueents to be flied, the par

ticipant will file the documents using

the subject method, with moots than

three documents misfiled,

Given ton docuelnts, some of which have

to be cross referenced, the participant

will cross reference those docunants by

preparing cross reference sheets with

104% acuracy.

Given ton renuests for information from

the files, the participant will retrieve

the necessary documents from the filo and

provide the information necessary in

written fore. Nine out of ten inform-

ratfinval rigvesOeusti be retrieved

with 1001 accuracy.

3



BENCHNARK MEN REMIT

20,

21.

22.

165

BUSINESS ENGLISH

usulticeitUrO

Spelling

Punctuation

Given 20 commonly used eltipelled worli,

orally, the participant will spell the

words. 60% accuracy is reouirmi for

cleik/cierk-tvoist, and 801 accuracy for

secretarial trainees.

Given 20 words orally and a lictionarv,

the participant will use the dictionary

to detersine the correct *pal Ilea 1 theta,

errors.

Provided a one page typed copy containing

five punctuation errors, the participant

will identify and correct throe out of

five (60%) errors for 4 clerk/cierk .

typist trainee, and four out of five

(10%) errors for a secretarial trainee.

X



OENCHHARK oput

OFFICE MACHINES

23, Adding And

Calculating Haihines

24,

STENOGRAPHIC

IfFPUT

Transcribing From

Recorded Media

2S. Take Transcribe

Shorthand Mol-

tke

Coopose

Correspondence

alliValliM111102000,111017a011.

Given five tasks (adding, subtracting,

dividing, multiplying and percents), the

participant will he able to perform the

tasks with an 80% accuracy ate.

Given a transcribing' eachinkl and dicta-

tion containing four average length

business letters, the participant will

be able to transcribe the recorded

materials. Three out of four letters

lust be completed within 45 minutes

to thmievaluator's satisfactiom.
All

items cm the evaluator's checklist must

receive a satisfactory ming.

Given five unpreviewed letters containlegi

common busIntsi vocabulary dictated it

SO WPM, the participant will be able to

transcribe all letters In a corrct

letter style. Transcription specd must

be at the rate of 30 WPM, and the partis

cipant will be able to produce four emit

able letters,as determinc4 by the

evaluator,

Given throe situations requiring cool-
cation through business letters, the

participant will compose an appropriate

business letter for each case to the

satisfaction of the evaluator. All ROM
on the evaluator'S checkilet mot 14
'voted ssrly4ciofy

a 1168



OINumARN 'OMER

28.

29.

30,

31,

32.

INSPECTING ANO

EVALUATING

Edit 6 Review

Inspect, Ver fy

Correct All ,Daia

COMPUTATIONAL

CLERICAL ACTIVITIES

Complete invoices

Completion of

Monthly Statement

For Customers

From invoices

Compleing

Monthly Statement

For Customer From

Ledger Sheets,

Given one business report and two businesi

letters In need of revisloa, the partici-

pant will be able to review and edit each

item to the siltIsfaction of the evaluatot

All itese on the-evaluator's checklist

must receive i satisfactori rating'.

Given documents, business papers end

records, scam etich contain errors, tho

participant w111 be able to inspect and

verify accuracy of thelnosticAl.and

written work and correct the errori, 'At

least 90% of*ths errora must be detected

and corrected,

Given three blank invoices, customeril

names and addresses, terms and Items to

be billed, the pirticipant wIll complete

the three Inwalcas with 100 accuracy.

Given 25 unpaid invoices and statement

forms, the participant All be able to

prepare a monthly statement for each

cultomer with 100% accuracy,

Given 15 customer ledger sheets and

statement forms, the participant will be

able to prepare a monthly statement for

each customer with 100% accuracy,

X

1

3c

36

36



OREM NUMBER

33.

34.

35.

36.

37.

autig

Writs Checks

Doposit Checks

In lank or Cash-

ier's Office

Compute Cash

Oiscootts

1100101EPING AND

......JAcc(onALE11!111E

Petty Cash

Accounts

Ileconclis Bank

Simms

.G1ven check

flve bills t

will comple

the checks

Given a bank

currency an

with PM% ac

slip and dip

let's office

Given 25 In

count terms.

participant

allowable ca

untofthof

Given a pett

transaction,

Journal, the

prepare vouc

with

Given a bank

previous moot

statement, ch

cash ledger $

the partIcIpa

the bank stat

If any stat

participant w

Iproblem so t

place,

EClin
ti 11C

records, blank check forms and

o be paid, ths participant

the check ricords and write

satly and with 100% accuracy.

,

depositrslip, tea checks,

colnsl tho participant will,

curacy, prepare the &posit

ualt It Io tha batik or cause

.

nice: with varying cash Ws*
and a calculator, tho

till be able to compute the

di discounts and the nst

1 invoics with 90$ aunty.

cash fund, petty cash

vouchers and a patty cash

participant will be able to

ors aod record transactloos

uracy.

statement, cancelled checks,

hly bank reconciliation

eck stubs or check register,

hest tpd record of deposits:

nt will be able to reconcile

meat with 100% accuracy.

ent cannot be reconciled,

III be able to solve the

tt reconciliation can take

I I

A

1

.

,

1171 1172
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Item 13 E.

J. MANUAL/PERCEPTUAL SKILLS

1. CONSTRUCTS, FABRICATES AND/OR ASSEMBLES
MATERIALS

(e.g. wood and metal shop projects; art
and theatre constructions; sewing projects) -

2. USES SPECIFIC HAND TOOLS AND INSTRUMENTS
(e.g. drafting and drawing tools; laboratory
equipment; shop tools)

3. DEVELOPS VISUAL PRESENTATIONS
(e.g. charts, designs, drawings, illustrations)

4. MASTERS KEYBOARD SKILLS
(e.g. typewriter, calculator, computer
keyboards)

5. OPERATES POWER EQUIPMENT
(e.g. electric typewriter; calculator;
computers; cooking equipment; registers;
soldering/welding equipment; sewing
machines)

1115
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Item 13 F.

CERTIFICATION OF SKILL COMPETENCY

This certifies thit

completed skill training in

has successfully

Dental Assistant and prepared
(Vocationai sklil area)

for employment at an entry-level position.

Curriculum established and training done by:

0 On-the-job training contract with:

Employee's Name

Address

Formal skill training at:

Institution's Name Pensacola Junior College

Address 5000 College Blvd., Pensacola, Fl

[::: Other service site offering approved skill training:

Name

Address

A copy the curriculum's benchmarks are attached.

CERTIFIED BY:

TITLE:

CERTIFICATION DATE:

Counseler-

1/23/80

1117
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Participant's Name

Vocational Skill Area

Service Site

.SKILL TRAINING INFORMATION SHEET

Dee, Jane

Dental Assistant

SS# 141-14-4141

Pensacola Junior College

Address 5000 College Blvd., Pensacola, Fl

Date of Entry 2/14/79

Benchmarks:

Completion Date 1/21/80

1. Successful performance of general office procedures.

2. Successful performance ofthe accounting and financial procedures.

3. Successful operation of dental equipment.

4. Successful performance of general chairside procedures.

s. Succeesful performance of dental laboratory duties.

6. Successful performance of x-ray procedures.

7. Successful performance of expanded functions.

B.

9.

10.

1118
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C H IEVE rY1 E T
This is to certify that Paul Participant has completed 800 hours of
on-the-job training as 4 Bui]ding Maintenance Worker.

The job competencies achieved are identified on the Pack of this
certifiCate.

Awarded this 28th day of September, 1984.

Susan Supervisor
Supervisor

Gina Generalist Donald Director
JTPA Staff Director

1178



The following.job competencies were achieved:

1., Paul tan identify and safely Use the following hand tools: Paint.spray guos, hammers saws, pliers, wrenches,

cutters,,screw drivers; and paint brushes,

2, ne cap identify and safely operate the following power tools; a router table'saw, drill presses, hand circular

saws, power hand drills, 14thes, sabre saws, lig saws, band saWs, belt sanders and radial arm saws,

3. Paul has demonstrated competency in basic electricity by
installing and replacing fixtures an0 swgcho 010

Iectjng anti repairing'heating apeconling systems,

4. His carpentry competencies income performing Peasurementsf'repairingAngrs windows, plaster and woodwork,

building simple structures,and painting,

5, Nis basic plumbing competencies include'working with galvanized and copper woterpipe, replacinq washers and

valves, unclogging Orains, and replacing.and repairing leaky piPs, P101 and toilets,

1. These work hOitS and attitudes Were also 40Mons,trated:' iCheck those that apply)

N ;,
o t$/) Shows reipogibility and dependability in attendance,

punctuality and Perforpino assigned tasks,

1 Plans and, organizes Joh responsibilities,

.( vl shows wiljingpess to work and develop more auvanced

( v) Accepts guidance, criticism and 45419111004 Willingly,

.( Y) Demonstrates ability to commuoicite'effectively aS required to perform job duties,

(vi Maintaips proper, and constructive relationshipsvith others,

1119
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Item 13 H.

2. Task Documentation

All tasks that are not documented as c mpleted during the
pre-test procedure become a part of the Tra nee's Individua14.zed
Plan of Instruction.

a. A trainee is assigned appropriate tasks in a sequence
designed by the instructor. The date that a task is
assigned is noted on the CompetenErehart in the Date
Started-to attain Competency column. When the on---
is successfully completedt according to the crieria
described in the Performance Objective, the Instructor
will place a date in the Date Competicy MemIstrated
Column and innia the Instructor's nitial c lumn.
This act doEUEini completion of the;specified task
(See Example M.

b. This procedure will be followed until\all tasks in the
Trainee's Competency Chart are completpd. The .comple-
tion of the Competency Chart is documentation of the
successful attainment of skills in the Trainee's chosen
Vocational Program (See Example A).

EXAMDLE A

COISPITIOICV CUM

?WOOS 4IS 4 .....11/ILIIIIIMI OLrl!W- .

rreVeet

Sete
Started
To attain
Coopetearg

Date .

COmetemer/
OssoastrstiWI

Somerset'''.
taltials

Cometeees Chart Fee MUTER COMMOCTOI

IOWA I. PPM

IPMENIMMIIII711111MyllMimi?'MEI
WPM
MIMI

WAN
urn.iii1111111FTEIMIM!!!!!

1111111,

4. L.1 elactirical sal rulas sod .

- mum ressa. ,
EMIIIMFMMIII
rf/frgMI

PM
NIMMINI=Mira=

Vff10311M11
IIMIE

Qllr";1rPMRPIIIIMMMIKE111111/19- IFFEIMIIII
-

KIM
16111111

4:1111rEfflnallrigINI
11111

OVOr relesid CIO
ftwarr. IOU
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