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I. INTRODUCTION

A, PURPOSE OF BILINGUAL VOC.,\TIONAL TRAINING
The funding of the current bilingual vocational! fraiaing
programs is authorized by the Carl D. Perkins Vocational Educat-
ion Act of 1984, Under the provisions of Title IV, Part E of the
Act. grants and contracts for BVT are intended to

"serve individuals who normally use a language other than
English, for bilingual vocational education and training for
individuals with limited English proficiency to prepare such
indfvidvals for jobs in recognized occupations and in new and
emerging occupations. Such training shall include instruction in
tte English language to ensure chat particizants in -such training
will L« equipped to pursue such occupations in an English
Janguage environment."

And the Act specifically stated that its purpose is to
provide bilingual vocational training to adults:

"whose efforts Lo profits from vocational trainirg is
severely restricted by their limited English-speaking ability
because they come from environments where the dominant language
is other than English; that such persons are therefore unable to
help to fill the critical need for more and batter trained
personnel! in vital occupational categories; and that such persons
are unable to make their maximum contributien to “he Nation's
economy and must, in fact, suffer the hardships of unemployment
or under-employment."

B. INTRODUCTION TO CMP
The Chinatown Manpcwer Project, Inrc. (CMP) is a non-
pro<it, community based organization. It was incorporated in
1972, not long after activities were initiated by the Chinatown
Mission to provide English language iastruction for Chinese-
speaking immigrants and refugees. In 1975, CMP was one of 21 BVT
project sponsors who received federal grants to begir conducting

bilingual vocational trzining for limited English-speaking

adults.
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Over the past 16 years, CMP has provided raining and
employment services tc mor: than 1 ,000 graduates and walk-in
clients. CMP's job placement rate has averaged between 907 and
95%. More importantly, the job retention, promotion, and salzry
increment rates for CMP's graduates have been impressively high.
It is CMP's mission to uelp its clients become productive,

upwardly mobile members of the American society.

C. BRIEF DESCRIPTINN OF THE COMMUNITY

CMP is situated in the heart of Chinatown in lower
Manhattan of New York City. Most Chinese immigrants and refugees
choose to settle in the New York metropo it-n area because the
city has the largest Chinese population concentration in America.
And New York City is considered one of the largest commercial and
financial centers of the United States and this provides an
abundance of job opportunities. Service industries such as

banks, broker.ge houses, accounting firms, insurance and import

and export companies have great needs for skilled workers to fill

clerical, bookkeeping and computer-related positions.

D. NEEDS IDENTIFICATION AND ASSESSMENT
CMP's programs are designed specifically for limited
English proficient Chinese immigrants/refugees with the following
characteristics.
1. They lack job sk’lls that are marketable in the New
York City labor market;
2. They are extremely limited in English proficiency,
lacking the language skills needed to work in an

English spjeaking environment;
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1.

newspapers,

They are unfamfliar with the American culture;

They lack a basic unlderstard®ng of the workinge of
the busin2ss world and how to succeed in it; i.2. in
finding and applying for jobs, holding on to or

advancing on the job.

However, in order to be considered for the training program,

applicants should have:

Completed at least 10 years of education iun their
native country and/or the Urnited States.

Score at least 120 in the BVOPT (Bilinguzl
Vocational Oral Proficiency Test).

Manual dexterity and no eye impairment for Data
Entry Program.

Basic arithmetic skill for Automated Bookkeeping
Program.

Interest and desire to work after training.

E. INTAKE/SCREENING PROCESS
About € weeks before the beginning of a new training cycle,
{ the intake speciziist wil' send out Chinese press releases,
descrioing the program offerings, listing dates and application

procedure, toc Chinatown community's major news media, such as

radio and television staticns, as well 2s all social

service agencies in the community. When prospective trainees
come to apply for training, the bilingual intake specialist will
discuss the courses and requirements with the applicant in
greater detail. The applicant fills out the bilingual applicat-

ion and self-assessment form. Citizenship documents or permanent
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residence card, scaool diplomas, and related dccuments are

reviewed.

Selection of motivated, dependable persons for training
at the BVT project requires comprehensive screening of
applicants. The testing and personal Interviews with applicants
take much of staff time. The applicant is scheduled for an
interview with 3 staff member«: the counselor, the skills
instructor and the ESL instructor. The applicant's background
(education, work experience, skills), needs and larguage
proficiency are further assessed. The first part of the BVOPT
(Bilingual Vocational Oral Proficiency Test) will Le administered
by the ESL instructor during the interview. For acceptance,
applicants should attain a low intermediate score of 120-175.
After the interview process, the iaterviewers review all
applications at 2 selection meeting, and select those applicants
who demonstrate the greatest neei for bilingial vocational

training and who are limited Fnglish proficient.

F. BVT PROJECT OVERVIEW

Currently, CMP's Chinese/English Bilingual Vop:-ational
Trainirg (BVT) Program provides full- ime training in the
microcomputing areas of data entry/word processing and automated
bookkeeping to a total cf 120 Chinese adults. Included ia this
prosram is a component that attends to the development of the
trainees lang.age proficiency in business communication while
emphasizing the understanding of the American culture and the
world-of-work,

The duration of the BVT program is 18 months, from 3/1/88
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to 8/31/89. There are three 24 weeks training cvcles, with

40 trainees per cycle, 20 for oue data eniry/word processing
class, and 20 for one automated bookkeeping class. Trainees
attend classes frow 9 a.m. to 5 p.m. Monday through Friday during
each week of the training cycle. The daily class schedule is
organized into eight 45-minute cl~ss periods: 3 pariods of iob
skills instruction (bookkeeping or data entry, basic office
practice, and typing), 3 periods of job-related ESL instruction
(including time in the language lahoratory), 1 period of group
counseling/employability instruction, and 1 period of special
activities related to the training, such as individual
counseling/tutoring, practice of typing and similar motor skills,
and completiocua of homework.

At the completion of each training cycle, the job
development/covnseling/placement staff assist the graduates in
obtaining entry-level positions in the occupational area of
office aide, such as bookkeeping clerks, file clerks,
receptionists, secretaries, shipping and receiving clerks,
statistical clerks, stock clerks, posting clerks, accounting
~lerks, claim examiners, word processor typists, data entry/
terminal operators, and computer operators.

BVT program's training facilities include 2 regular
classrooms, one typing room, one data entry room, and one
microcomputer room. An English Lab with 20 stations is available
to all training programs. On-site equipment include 22 IBM
Select.ic III typewriters, 20 IBM Personal Computers, 20 IBM 5281

Data Statioas, and 8 IBM Displaywriters.

The current BVT instructional staff comprises of a job
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skills instructor, a job-related ESL instructor and a counselor/-

s

job 2eveloper. 1Yhe 1roject director is assisted by a secretary/-
receptionist who ccnducts intake, testing, and follow-ups.
The instructors are bticzultural (Chinese/Americar) as well as
bilingual (Chinese/Eng’ish). With this inderstanding of two
cultures instructors are able to impart their experiences abcut
both cultures. The bilingual guality allows the instructors to
teach difficult concepts in the trainees' native language to

facilitate comprehension and in English as the trainees depend

less and less on -explanations in Chinese.

G. SUP:ORT AND ANCILLARY ScRVICES

Without supportive services, many trainees may not be able
to attend the training or successfully complete it. Therefore,
sp cial efforts should be made to provide or refer the trainees
for needed supportive services. CMP provides for a $15 weekly
stipend to its trainees tu heip them defray their diily
transportation expenses while they are in training. Also, a
counselor is available for ¢ cial adjustment/family counseling
and translation/interpreter services. CMP has close ties with
other sccial sei "ice agencies in our commurity so referrals for
child care, hoising assistance, healt. care and legal a‘ds can be

made whenever need arises.

H. JOB DEVELOPMENT AND PLACEMENT SERVICES
The ultimate goal of a BVT program is to help all its
graduates find gainful employment, and the success of the program

is usually measured by the job placement rate it achieves. Three
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stages are involved in the job placement process; namely, job

development, jot placement, and follow-up. These activities are
integral components of a BVT project. It is the Job Developer/
Vocational Counselor's responsibilities to initiate new company
contacts, develop jobs, screen trainees for the job, refer the
qualifiec candidates to empleyers, place them into jobs, follow-
up and maintain contacts with employers.

An important and valuable resources of a BVT program is the
advisory committee., This committee can provide advice,
guidelines fcr project director in the administration of the
program, jinfluence program planaing, and assist in the job
development of the program. A well-defined advisory committee
should include representative members from different fields of
endeavor, especially busianess people or employers who are closely
familiar with job requirements to provide consaltatior on
curriculum content, set competency levels and to help open doors

for employment to our future trainees.
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IT. CURRICULUM DEVELOPMENT PROCESS

High quality teaching in the vocational skills, job-related
ESL,; and employability instruction areas is essential for a
successful BVT Program. High quality teaching requires a
comprehensive, well-planned curriculum; coordination of instruct-
ion; and adequate time for preparation for teaching,

The instructional team consisting of the 3kills instructor
VESL instructor and counselor work together to plan a curriculum
which effectively integrates the three components of instruction,
i.e. veocational skills, job-related ESL, and employability
skills. The skills of one learning component are actually part
of and related to the skills of the other components. The
emphasis of English language instruction is on those
compunicative 3kills tra‘nees need for the specific occupation
and on those language skills needed to perform and interact
successfully on a job.

The staff is involved in the total curviculum process
including dev-'.ping speccific performance objectives, determining
appropriate contents, selecting instructional materials and
equipment, identifying methods and techniques suitable for
implementing and evalu;ting the outcomes.

The instsuctors base the curriculum on an assessment of the
trainees' vocational skills, language proficiencies, cultural
differences and develop instructicnal materials to reflect the
trainees' needs.

The curriculum also reflects the need of the job market.

The staff with feedbacks from graduates and employers as well as

10 - 16




input from the advisory committee plans the curriculum based on
occupational analysis to identify the required vocational,
communicative and employability skills and to determine
competency levels to meet the demands of business and indust:y.
The curriculum is under constant evaluation and revision to
meet the changing needs of the trainees as well as the employmcnt
needs of the community. A high job placement rate is contingent
not only on good instruction and counseling but also on providing
appropriate training for the BVT project students. Changes are
required in the curriculum and course offerings from time-to-time

in order to respond to the changing job markets.

17
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IlI. OVERVIEW OF THE DATA ENTRY CURRICULUM
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III. OVERVIEW OF THE DATA ENTRY CURRICULUM

The curriculum of the Data Entry ccurse is divided
into five parts: Ovojectives, Course outline, Instruct-
ional Methods and Techniques, Materials and Resources, and

Trainees Evaluation.

Part I clearly identifies the course objectives in terms of
vocational skills competencies, employability skills and related
language skill areas that the trainees need to master.

PART II is the course outline for each subject which
cncompasses the scope and sequence of instructional content. It
identifies what trainees need to kmow and do in order :to master
the objectives.

PART III explains the approaches and strategies of instruct-
ion. The delivery of instruction accounts for differences in the
trainees' abilities and learning styles by using a wide variety
of approaches and techniques including the bilingual approach and
coordinated planning.

PART IV provides a 1ist of rescurces and materials used to
develop and supplement the curriculum. Utilization of the team
approach Js crucial in developing needed raterials appropriate
for the limited English speakers.

PART V describes testing materials and evaluative tools to
measure the effectiveness of trainees in meeting the course
objectives. Various instruments are used to document the
trainees' progress, competency levels, placement goals and

retention.

1Y
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Iv.

COURSE DESCRIPTION AND OBJECTIVES

PART A. OBJECTIVES FOR DATA ENTRY COURSE

PART B. OBJECTIVES FOR JOB-RELATED ESL COURSE

PART C. OBJECTIVES FOR EMPLOYABILITY INSTRUCTION/
COUNSELING COURSE
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PART A. OBJECTIVES FOR DATA ENTRY COURSE
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PART A. OBJECTIVES FOR DATA ENTRY COURSE

The electronic computer is the latest in a long list of
tools developed to process data. This tool can process any :ype
of information and transmit accurate result. Before the computer
ccn process anything, the information must be translated from
written and printed form into roded form. The tranclation of
written and printed information into coded form is the function
of the Data Entry operator. This intensive vocational training
course is designed to equip the trainees with both microcomputer
and data entry skills using the IBM Personal Computer and IBM
5281 disk based system in order to place them into entry-level
positions such as data entry or terminal operator, typist, data
control clerk and other related positions.

By the end of the 18th week of the 24 week cycle. the
trainees should be able to perform the following tasks:

Computer literacy

List historical developments of the computer.
Describe the data proressing cycle.

Identify modern day electronic devices.

Name the types of data storage.

Identify at least five uses of computers,
Define at least 15 computevr operational terms.
Diagraw the flow of data from input to output.

Mastering Data Entry activities for the microcomputexr

U n completion of these activities provided for the trainaees,
they will have a firm foundation in data entry procedures.

Identify common parts of the microcomputer.
Describe the procedures for the care of a diskette.

16 22
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. Demonstrate the procedures for powering up and powering
dowr the computer.

. Enter the data for a mai.ing 1list with 1007 accuracy.
. Print the mailing labels and a directory accurately.
. Enter data for an inventory application accurately.

. Identify the types of sales made in everyday business
transactions.

. Enter data for an Accounts Receivable application
( accuratelv,

l . Enter data for an Accounts Payable application accurately.

. Identify and explain tnhe parts of a check 2nd fhe check
stub.

. Enter data for a bank reconciliation application.

. Describe the procedure used in calculating payroll.
. Prepare payroll data for entry into the computer.

. Enter data for a payroll application.

. Enter data for a general ledger application.

Mastering of the IBM 528! Data Entry equipment

. Ildentify parts of IBM 5281 svstem.
. List the characteristics of IBM 5281 system.

. Identify the keyboard; the alpha keys and the numeric
( keypad.

. Describe the function of the following keys:
- Home key
- Field correction
~ Record correction
- Load format
- CMD key
- Duplicate
- Auto enter key

. Jemonstrate the procedures for operating IBM 5281.
. Explain what utility program is.

. Prepare program disk using data entry coding (N-, S-).
. Key-enter related job into machine with 100% accuracy.

17 <3
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Mastering of typing skill

Descri*be the procedures to prompt programs.
Describe the cunaracteristics of right adjust code (R-).

Key-enter data into computer with right adjust code (R-)
accurately.

Describe the operational procedures of verification.
Key-enter the verifying exercises with .J00%7 accuracy. |

Identify the errors and make correction duriag the
verification process.

Follow the alternate programming procedures.
Key-enter alternate programming with 957 accuracy.

Reach a data-entry speed of 9,000 strokes per hour.

Name the major parts of an electric typewriter.
Demonstrate keyboard orp-:ration and basic typing technique.
Type letters and memos from rough-draft.

Type at a minimum speed of 40 wpm with no mc-e than 3
errors.

Produce a resume using the word processing program.

21
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PART B. OBJECTIVES FOR JOB-RELATED ESL COURSE

The main purpose for this course is to raise the trainees'
proficiency in tuhe ianguage skills of listening, speaking,
reading, and writing in order to function as 4 Data Entry/Word
Processing Clerk in an English speaking envircnment. The focus
is on the vocabulary and language structures required by the
trainees to understand and perform their jobs.

By the end of the twenty-four weeks, trainees will be able
to perform the following:
Master specific communica*ive skills needed to perform various
data entry tasks:
- Express and describe data processing cycle.
- Express and descrlbe the types of data storage.
- Report and explain keyhoard vperations.

- Report information on procedures involving entry of data
for inventory application.

. Ideatify office objects and supplies.

- Inquire about solutions to the problems involving machine
operation.

- Ask and answer worl'-related questions.

- Follow instructions in performing operation.

. Read simplified operational manuals.

- Report Chronologically-related information.

. Request office information and instructions.

. Correct information given.

- Request additional information or clarification.

- Define the meaniag ~f technical terminology and vocabulary.

- Pronounce technical terms and vocabulary correctly.




€pell technical terms and vocabulary correctly.
Identify meaning ¢f signs and symbols.
Identify office objects and supplies.

Describe locatiou of office equipment, objects and _uppld:s.

kxplain work--2lated problems to co-workers, supervisors or
customers,

« Write simple inter-office memos.

Master employability communicaticn skills

. Describe their own background and abilitiecs in terms of world-
of-work,

. Respond to interview questions.

. Complete job-related f_rms.

+ Write resume using proper spelling and grammatical structures.
. Communicate effectively in telephone work.

. Take messages accurately.

. Differentiace between nomenclature system in English.

. Decipher ebbreivated messages and terms.

. Pronounce the world-of-work vocabulary accurately.

. Spell the world-of-work vocabulary corvectly,

. Express assistance and requests,

- Express emotional attitudes. i.e. hope, fear, satisfaction or
disappointmer , gratitude, sympathy.

+ Give time relationships, directions about locations.
. Follow directions to travel on the subway or bus.
. Make requests of Co-workers or customers.
. Use i1diomatic expressions needed in the workplace.
Master social-linguistic skills
Introduce self and othe. )eople.

« Greet people and neet people,.
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. Expreses and inquire about permission to do something.

Fx

E s s o o i e

-~
press inquire about agreement and disagreement.

o
33

(-9

- Express and inquire about approval and disapproval.
. Express and inquire about preferences or likes and dislikes.
. Express and inquire about interest and disinterest.

. ~apologize and grant forgiveness.

22
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PART C. OBJECTIVES FOR EMPLOYABILITY INSTRUCTION/COUNSELING

COURSE ~ —~ ~—~ ~—— T Tttt/

Employability iastruction iuciudes individual and group
counseling sessions designed to surplement direct job skill
training and job~related English Language instructior. It serves
to help limited English speakers to prepare for and secure
employment. The instruction aims to help trainees to understand
different work environment, to perform adequately in a2 Jjob
requiring English language skills and toc enhance the trainees'
opportunity for future advancement in their job. By the end of
the cycle (24-weeks), the trainees will be able to meet the
following objectives:

Work Orientation

Define entry level clerical job, state their require-
nents, job duties, salary range, etc.

Describe various career ladders in the data entry/
clerical field.

. Differentiate between various types of companies and
industries as to their working conditions and ben-fits.

. Comprehend help-wanted ads.

Demonstrate how to handle the business telephone effect-
ively.

Define .nployee responsibilities and employee rights.

Cultural/work adjustments

Differentiate between trainees own cultural value and
those of the U.S.

Ligt characteristics of American customs relatiny to
greeting and leave takings, relationships with co-
workers and supervisors and male/females statuses.
Evaluate individual employment needs and qualifications.
Assess individual's sfrengths and weaknesses as to

education, skills, work experience and language
proficiency.
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Tdentify obstacles to employment and list ways to remove
such obstacles.

Set realistic employment goals.
Identify good work habits and values expected of employees

Differentiate between non-assertiveness, and
aggressiveness.

Describe ways of accepting criticism and giving
suggestions.

Job interview preparation

Complete samples of application forms.
Prepare a typed resumes.
Write a cover letter.
Identify proper dress code for interview.
Arrange for an interview through the phone.
Follow=-up on a job lead.
Take correct transportation to an interview.
Describe the interview process used by employers.
Answer most commonly asked interview questions.
Raise appropriate questions at the interview.

. Ildentify test-taking techniques.
Complete samples of various types of clerical tests.
Follow-up on job interview by phone or mail.
Evaluate a job offer.

Use proper procedure for accepting or rejecting a job
offer.

On the job
Hired for a full-time training related job.
List common do's and don'ts when starting a new job.
Comprehend samples of company handbook.

Complete various employment forms, W-4, insurance forms,
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time cards, employment eligibility verification form and
other company records.

Compute payroll taxes, withholdings taxes, and other
fringe benefits deductions.

Evaluate company benefits and determine one's needs.

Identify difficulties that may occur at the early stage
of employment and defire possible solutions.

Describe company accepted communication channels.

State techniques for holding 7 job and for demonstrating
promotability,

Identify various aspects of an Employee Evaluation Form.

.Explain termination procedures.
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PART A. COURSE OUTLINE FOR DATA ENTRY COURSE

This course outline covers a 24-week training cycle. It
contains 4 parts: (1) computer literacy, (2) data entry activi-
ties for the microcomputer, (3) data entry using the IBM 5281,
and (4) general review. The trainees learn the operation of the
equipment through constant hands-on practice. Emphasizes are
given to development of data entry speed and accuracy. The
specific topics are furthered detailed in the instructional unit
plaas.

1. COMPUTER LITERACY (Weeks 1 - 2)
A. Orientation
B. Intrcduction to data-processing
C. History of data processing .
D. 1Introduction to modern day devices
E. The data processing cycle
1. OUrigination of data
<. Input cf data
3. Processing of data
4. Output of data
5. Use of data
F. Computer system
1. 1Input devices
2. Central processor
3. Output devices
4. Means of storage
G. The flow of data
H. Care of the diskettes

1. J0 net bend or fold the diskette
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2. 7se a felt-tip pen to write persons' name on the
diskette label

3. Keep the diskette away from magneti. fields
4. Do not touch the exposed areas of the diskette

5. Do rot expose the diskette to extremely hot or cold
temperatures

6. Carefully insert the diskette intc the disk drive

7. Replace the diskette in its envelope after use.

(
II. DATA ENTRY ACTIVITIES FOR THE MICROCOMPUTER (Weeks 3 - 8)
A. Introduction to IBM PC
1. IBM keyboarding & function keys
2. Operational procedures
B. Hands-on use of the computer
C. Keying-in of computerized merchandise inventory
D. Keying-in uf accounts receivable
E. Keying-in of accounts payable
F. Keying-in date of bank reconciliation
G. Keying-i~ payroll data
H. Keying-in general ledger information
I. Practice of BASIC program
{

ITT. DATA ENTRY EQUIPMENT: IBM 5281 (Weeks 9 - 18)

A. Introduction to data entry machine 5281; the alpha keys,
numeric keypad and the function keys

B. Operational procedures
C. Program coding {(N-, S-)
D. 1Introduction to utility program
E. Preparation of program diskette

F. Procedures to prompt programs
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Introduction to right ad*ust code (R-)

Introduction to veriiication procedures

Correction during the verification process

Introduction to alternate programming methods
Lrills practice

Speed and a.curacy control

REVIEW (Weeks 19 - 24)

A.

Geni.al review

Written data entry post-test
Various exercises practice
Speed & accuracy control

Data entry project set practice.




PART B.

COURSE OUTLINE FOR TYPING COURSE

32




PART B. COURSE OUTLINE FOR TYPING

This outline covers a 24-week training cycle. It contains 5
parts: (1) basic typing skills, (2) basic -pplication & statis-
tical typing, (3) busincss letter & forms, (4) word processing
& resume typing, and (5) general review. Further detailed can

be found in the instructional unit plan.

I. BASIC TYPING SKILLS (Weeks 1 - 3)
A. Orientation ana typing room regula:ions
B. Introduction to the machine parts
C. Expla.n the difference between Pica type & Elite type
D. The basic keys

1. asdf jk1l

2. heotinw.

3. Tcuxpyg

4. bz :mq?v
E. Tabulation
F. Paragraph indention & backspace key

G. Conditioning practice

II. BASIC APPLICATION & STATISTICAL TYPING (Weeks 4 - 9)
A. ¥rigure keys & basic symbols
B. Horizontal & vertical centering
C. Rough-draft typing
1. Proofreader's marks
2. Proofread techniques
D. Speed/accuracy control

E. Figure control
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IvV.

BUSINESS LETTER AND FORMS (Weeks 10 -18)

....... T . 2 e
A. DBusiness leiter:

1. Modified block style
2. Block style
3. Modified block with indented paragraphs
4. AMS simplified
5. Open & mixed punctuation
B. Addressing envelope
C. Tables
D. Reports & footnotes
E. Business forms:
1. 1Interoffice memo
2. Announcement
3. 1Invoice

F. Resume typing

WORD PROCESSING AND RESUME TYPING (Weeks 13 - 18)
A. 1Introduction to word-p.ocessing
B. Alphabetic & numeric keyboarding
C. Function keys
D. Creating and .toring a document
E. Revising and changing document format
1. Changing the margins & tabs
2. Changing the page format
3. Changing the line format
F. Resume typing

G. Business letter typing and editing
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V. GENERAL REVIEW (Weeks 19 -2&)
A. Building letters/report/tatles typing competencv
B. Rough-draft typing

C. Speed/accuracy control.

(
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PART C. COURSE OQUTLINE FOR JOB-RELATED ESL COURSE

This job-related ESL outline is prepared in <collaboration
with the Vocational Instructor and the Counselor. The lessons
taught in the English class reinforce both the job skills and the
employabiletiy skills nEEessary for working in an Znglish speaking
environment. The following four parts reflect tne integration of
VESL with the vocational and counseling component:

I. Introduction to Data Entry and computer literacy, emphasis
on technical vocabulary with a quick review of various
parts of speech. (Weeks 1 - 3)
A. Vocabulary
1. Technical Terminology

a. Par.s of speech - nouns, verbs, adjectives,
adverbs and prepositions

b. Basic Sentence Patterns - S-V and S-V-C
B. Computer Literacy and System
1 Comnanter Terminology
a. Parts of Speech - nouns, verbs, adjectives
b Compound words and phrases
c. Basic Sentence Patterns
II1. Language for microcomputer learning (Weeks 4 -10)
A. Machines and Equipments IBM PC
'. Functlonal and descriptive communications
2. Ccmputer and safety language
3. Modifiers aad adverbial phrases
B. World-of-Work languages
1. Reading help wanted ads
2. Job descriptions
43
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3. Asking for clarification and reqr--st for

segicgtance

a. Wh-questions
b. Yes/no questions

C. Data Entry of 1inventory, account receivables and
peyables, payroll, and general ledger

1. Reading Instructiors
a. Questions and answers for clarification
b. Verification statements
c. Affirmative and negative stataments
d. Prepositional phrases

2. Cilassrocom Interaction
a. Imperatives
b. Cowmplex senrtences
c. “Subordinatou~s

D. Practice of Basic Program
larification

a. Readiang instruct..ns
b. Followin_; iirecticns
c. "ag questions
d. Models

ITII. Language involving data entry equipment IBM 5281
(weeks 11-19)

A. Proceduruy ianguage

1. Following directions - complex sentences used for
instructions

2. TPhrases and clauses used as modifiers
3. Reading sigrs and symbols

4, Definitions of technical terms
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Iv.

Work Sites Simulations
1. Operational Languages
2. Role play - supervisor and ovperator
3. Guided conversation
Em31;§ability Language
1. Office :communications
a. Social-linguistic skills
b. Idiomatic expressiors
c. Expressing emotional attitudes
2. Job applications
3. Resume writing
4. Preparation for interview
a. Interview questions
b. Telephone communications

c. Clerical aptitude test

Review (Weeks 20 -24&)

A.

Guidec Convcrsations
Dialogue and role play
Modal auxiliaries reinforcement
Testing Exercises
1. Specific Skills Reading Exercises
a. Using the context
b. ¥%ollowing direction

BVOPT Post Test
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PART D. COURSE QUTLINE FOR EMPLOYABILITY INSTRUCTION/COUNSELING COURSE

Employability instruction/counseling is an integrated part of the
curriculum. Since the trainees are not familiar with work practices in
the U.S., have limited work experience, and iack knowledge of the
English language necessary for seeking, accepting and adjusting to
employment, the employability instruction/counseling addresses these
issues. Group sessions are held one period each day, five days a week
for 18 weeks to cover t~nics relating to world-of-work and preparation
for employment. The latter 6 weeks are devoted to job placement
activities. Individual vocational/personal counseling is available
throughcut the cycle to meet indiviijual trainee's needs.

I. Ovientation (Week 1)

A. BVT program goal
B. Objectives of employability skilis course
C. Logistics of the program

D. Introduction to vocational counseling and individual
counseling

E. Role and responsibilities of Counselor and Counselee

II. Cultural/Personal Adjustments (Weeks 2 - 4)

A. Trainees cultural values and An._rican customs

Greetings and leave taking

Time and space

Male end female statuses

Interpersonal relationships between trainees and
taachers; co-workers and supcivisors

. Aszertivencs2, non-assertiveness and agressiveness
Developing self-contfidence

WA -
. e
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B. Self-assessment

Individual job needs

Evaluating individual job qualifications
Development of Employability plan
Setting realistic employment goals

a Y
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Iv.

Jub Orientation (Weeks 5 - 9)

Job descriptions of clerical positions

Job market characteristics and patterns
Career opportunities

Sources of job infermation

Characteristics of various types of ccapanies

1. Location, size, benefits and functions
2. Visits to company sites

New York City subway system

Tele-training

1. Telephone operations

2. Business phone manners

3. Taking messages and giving information

4. Role-play in handling telephone in various work

situations

Job seeking skills

1. Understanding want-ads
1. Business terms and abbreviations

Job_interview preparaticn (Weeks 10 - 15)

A. Job applications

1. Terms and Vocabulary
2. Neatuess and accuracy

B. Resume preparation
1. Purpose
2. Elerents of a basic resume
3. Format and style

C. Cover lette-

D. Job interview appointments

E. Job interview

1. Importance of a personal interview
2. laterview & hiring processes used by common empluyers
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Job interview behaviors

a. Personal aprearance, grooming
b. Body language

4. Job interview preparation and practice
a, Do's and Don'ts during an interview
b. Most common questions asked during intarview
c. Video-tpaed mock interview
d. Guest speakers on interview techniques
e. Films on sample interviews
F. Clerical aptitude tests
l. 1Types and techniques of test-taking
G. Evaluating a job offer
On the job (Weeks 16 - 18)
A. What to expect on the first day on the job
B. Do's and Dont's when starting a new job
C. Possible problems occurring at early stage of employment
D. Developing good work habits
Punctuality and attendance
Attitudes towaird work

Courtesy and cooperation on the job
Expectations of co-workers, of supervisors

&S W e
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E. Understanding company benefits & forms

1. Insurance package
2. Payroll deductions

F. Employee rights and responsibilities

Company handbooks

Personnel manuals

Complaint procedure

Workplace chain of command/accepted communication
channels

& W N -
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G. Getting ahead on the job

l. Employee Evaluation Form
2. Continuing education
3. Social interactions

H. How to handle terminations
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VI.

Review (Weeks 19 - 24)

4. Interview role-play

B. Feedbacks from trainees after their ircerview




VI. INSTRUCTIONAL METHODS AND TBECHNIQUES
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VI. INSTRUCTIONAL METHODS AND TECHNIQUES

In planning approaches and strategies of teaching data
entry, job-related ESL and counseling, some important
things to bear in mind are: (a) methods should be directed to
meet respective course objectives, (b) essential work communicat-
ive functions should be included, (c) methods and strategies
should take into consideration of the trainee's cultural
background and learning styles.

CMP has identified among numerous methods, 10 approaches and
strategies as to be effuctive for limited English speakers in CMP
Bilingual Vocational Training Program. In addition to these 10
methods commonly used by all the instructors, there are specifin
strategies suitable for the particular subjects; for example,
hands-on practic- for vocational skills, silent way, word games,
dialogues and dramatization for job-related ESL, individual
counseling and role-playing for employability skills. Selection
of the most suitable approaches/strategies is based on the
trainees' English abilities, their ecucational/cultural
background, and vocational skill levels and aptitudes. The
specif.c strategies are identified in the weekly combined lesson

plans ard unit plans.

The following are descriptions of 10 approachcs and strateg-
ies CMP has found to be effective.
1. Team Collaboration -

The co.laboration efforts of the instructional starf 1is an
essential conponent which uni, ies the BVT methodologies and
techniques. The job-related ESL instructor, the skills
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instructor, and the vocational counselor of the same class meet

regularly to coordinate lessons on content presentation. The
8kills instructor will present bookkeeping concep%ts in Chinese
and the job-related ESL instructor wil®~ teach the trainees
correct pronunciati 1, and how to use the vocabulary in work
situations. The vocational counselor will meet with trainees to
discuse opportunities in the bookkeeping field. Special time is
set aside during the schelule for the job-related ESL instructor,
the skills instructor and the vocational counselor to meet, plan

and coordinate effective instructional activities.

2. Bilingual and Bicultural Approach -
Since all trainees are limited English proficienc, the staff
of this proposed Chinese/English Bilingual Vocational Training
Program has adaptec a bilingual and bicultural approach. Not
only are the instructors bicultural (Chinese/American) but they
are also bilingual (Chinese/English). With this understanding of
two cultures, instructors are able to impart cheir experiences
about both cultures. The bilingual quality allows the
instructors to teach difficult concepts in he trainees' native
language to fa~ilitate comprehensions in English as the trainees
depend less and less on explanations in Chinese. Chinese
language explanations will decrease as the trainees progress
through the training and English becomes proficient. More and
more English will be used as the medium of instruction and by the
3rd quarter of the training cycle, all instruction will be given
in English.

[

Appropriate use of the bilingual methodology is a skill
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which is learned; the skill is not an automatic outgrowth of

having bilingual capabilities.

3. Lecture/Demonstration -

This approach is useful when all trainees or a large group
of trainees need to learn about the same concept, proccss or
procedure before practicing. Since lecturing is the traditional
learning style accustomed by most Asian students, it is mnre
appropriz.. to use lecturing during the early stage of the
training cycle. To teach operation of various equipment,
typewriters, data station aud personal computers, demonstration
of their use is most suitable for limited English speakers,
Trainees can see how to per.orm a task, using specifiec

procedures.

4. Guest ureakers -

CMP invites guest speakers from different companies and
local agencies to share their education, their needs, and their
work experience with the trainees. Personnel directors or
supervisors are asked to address our class by demonstrating
office procedures and interview techniques. Our former trainees
serve as positive role models by sharing their own success
stories with the class. 7Tn addition, giest speakers encourage
discussion and questions from the audience to stimulate

participations by our trainees ac part of the learning process.

5. Audio/Visual Aids -
Audio/visual is an effective and stinulating tool to teach

the trainees after the initial orientation and throughout the
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training cycle. For ex..ple, the use of the English language .ab
er.ables the trainees to improve their listening and speaking
ckills as well as interpersonal skills. Films and slides on
World-of-Work topics are often used o < iprlement teaching

resources in the employability skills course.

6. Simulation/Role Playine -

Work experience is very important for the U.S. work place
today. Unfortunately, mos* of our trainees are newly arrived
immigrants. They do not have local work experience and are
unramiliz witu modern business ,ffice procedures. 1In order to
help them, the instruc ors rep._icate the environmurt which are
similar to the work place so the *rajuees can practice on various
tasks that they likely to encount< on the job. For example, the
skills instructor would assign them a bookkeeping project - a
business simulation in accounting which reflects the real world
of work sit ations. The vocational counselor would conduct a jeb
interview and ask the trainees to role play between themselves.
Ir English classes, trainees are asked to conduct meaningful, job
specific coaversations with other trainees to improve their

communication and interpersonal ckills.

7. Tutc.ing/Peer Instruction -

When the instructor is working wich 2 large group
trainees, .t s d:fficult to give full attention to everyone.
Some of the trainees may not have a clear understanding of the
ingtruction Therefore, the ins:ructor will either repeat the

same instruction to the who.e class or tut.ur chose t.ainees
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afterward. I~ this case, the instructor can ask more proficient
trainees to help the others learn. We tind that the trainees
fecl more comfortable asking questions from » classmate than of

their instructor because of their custural background.

8. Field Trip -

The ipstructors arrange job-related or education/culture
related fieXl3l trips for the trainees during each training cycle.
These benefic the . rainees becauce thev observe workers perform
various tasks on the job. They leara how businesses and commun-
ity resources operate and they can discuss with and ask questions
of an experienced wrrker. Trainees can vbserve the communicative
skills used by the workers on the job as well as proper work
habits. The trainees can further share their field experiences
after they return to classroom. They would, for example, discuss
different work habits in the U.S. office and behavior in their

home countries.

ER Computer Assisted Instruction -

Instruction given by inegtructors can be enhanced by the use
of the computer. For example, the ESL instructor can use TEXTPRO
softwere to reproduce job-related English instructional material
supplied by skills instrictor. Demonstration software on data
entry &and self-raced tutorial with exercises are often used by
the trainees, which are often animated with graphic informe:~ion

to stimulate learning and recalls.
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10. Exercises & Drills -

Exercises and drills are selected from the textbooks by the
respective instructors based on the trainees' vocational skill
levels, aptitudes, English abilities and special needs. Trainees
practice thé_skills, apply what they have learned, and proceed at
their own pace. This method, which provides immediate feedback
on how well the students have learned the tasks, i: preferred by

Asian students.




VII. INSTRUCTIONAL MATERIALS AND RESOURCES
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VII. INSTRUCTIONAL MATERIALS AND RESOURCES

It s easy to purchase vo~ational education books but the
challenge is (. determine the appropriate materials for a
specific occupational training program, The overall selection
and adaptation of educational material take into consideration
the trainees' academic level, their cultural background and the
~equir2ments of the job openings. Whenever possible, the
instru:tional materials reflect appropriate use of the trainees'
native language, i.e. a bilingual glossary of Bookkeeping terms.

The t m approach is used to develop needed materials; rfor
example, the ESL instruction is largely developed from resources
used in the vocational skills and employability skills courses.
In the Vocational English component, the instructor would
incorporate the materials from vocational texts and manuals su:h

as those in South-Western in preparing a 1 .st of technical

terminology for tuc vocabulary drills. Tvpical te.ms used in an
-pplication f~rm for employment are taker from a standard State
Employment Office and converted into an English lesson. Teacher's
handout would emphasize the impocrtaace of the English language
structure while a English-Chinese bookkeeping glossary would e
used to aid the trainees in understanding the materials <n a
specific lesson The glossary is often prepared and reviewed
with assistance from an employer in the community to insure its
accuracy.

Due to the trainees' limitations in understanding spoken and
written English, audio-visual materials and activities such as
video, slides, filmstrips, transparencies, tape-recordings, and
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posters are us:d to support instruction. Pre-recorded tapes are
used by the trainees in the Language Lab to build up their
English comprehensisn. Educrtional videos are used to provide
lessons and camera-recordings playback on a TV set are used ia
role-playing interview techniques. Telephone skills are taught
using a Tele-training equipments and guides from New York
Telephone Compary. Film strips, slides, overhead transparencies,
posters and photos are used to further reinforce text materials
and to provide visual feedbacks for the trainees. To dramatize
statistical information, charts would be used in a lesson. Oth-
materials include Safety Signs, Language Signs, and Color Rods
for "Silent Way" Methods.

Hence, project-developed teaching materials become an
integral pzrc of cur curriculum. For example, a practical
Strategic Manual on Job Development, Placement and Follow-up was
written by the staff of the program. A World of Work
Viceo Series designed for trainees of Asian background was
developed by C.M.P. with funding support by the privat sector,
which addressed the unique Asian crltur~l characteristics and how
it might affect the outcome of a job interview or their i-the-
job attitudes and behavior wii. peers o, supervisors. 1In
addition, most of the basic computer operation manuals have been
simplified by our staff and illustrated by using step by step
diagrams for training purpose.

Many practical teaching resources are taken ‘rom the private
business sector, communitv organizations, and other pubiic
service agencies. They include the expertise of company

personnel officers, facilities and furnishings, up-to-date office
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equipment, business manuals and supplies, and supportive human

services,
Our progra: would use these resources to augment all facets

of the training, including recruitment of trainees, assessment of

trainees' job aptitudes and language proficiencies, development and

review o curricula, classroom instruction, job-specific counsel-
ing, preparation for job search and job interviews, and orientat-
ion to good work habits and environments. Linkages are
establ..hed with other social service agencies to provide needed
supportive services such as day care to enable the trainees to
enter and complete training. and to obtain a1l retain employment.
Besides from assigning the ain texts to the trainees, the

instructors and counselor wonld compile supplemental te.ching

materials by adopting actual Job Descriptions use by ccmpanies like

Blue Cross & Blue Shield or instructions for conpleting an
Application Form by New York “ity Department of Personnel. Tob
search technijues are demonstiated by using daily newspaper ads
which also provide a lessoa in reading and vocabulary building.

Many individuals in the empyloym:nt community served as
resources for the program and its curriculum development and they
are. small business owners/managers, personnel officers,
superviso:s, and former trainees In varicus occupations. To
provide role models, minority persons working in training-related
field are invited as speakers or to act as interviewers in a
role-playing session.

Basic skills are taught by using examples from Company
Policy Manuals and Persnnnel Guides. Additional resources from
tke training community include professional exchange with other
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BVT program staff, professional associations and research
jeuvrnals/pericdicals, as well as the teaching experiences of
other social service agencies and community-based organizations.
Instructional Equipment and Hardw =zs include the following:
IBM Selectric II & III Typewriters
Electronic Printin_ Calculators (Standard Size)
IBM System 5281 and 5288 Data Entry System
IBM Model 6580 Display Writer System
IBM PC and XT Computer System
IBM Model 5218 Daisy Wheel Printer System
VCR and Camera/Television Set
Language (audio casse~te) Laboratory
KODAK Slide Projector and 16mm Film Projector
Instructional Softwares include the following:
Exploring the IBM-PC: An introduction to PC and DOS
PC-DOS (Disk Operating System) Version 2.10
PC-BASIC 1IBM Version 3.0
Automated Accounting For the Microcomputer
Century 21 Accounting
( The svecific instructional materials and resources are

listed in the weekly combined lesson plans and unit plans (refer

to Appendices for the Bibliography.)
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VIII. TRAINEE EVALUATION

The data entry course is uvder constant evaluation by
the vocational instructor, job-related ESL instructor and
counselor to determine the competency levels of the trainees.
After 24 weeks of training, trainees should be capable of
exhibiting and performing *he performance objectises that are set
for and given to them in this course. During the entire cycle,
all aspects of trainees learning activities are being observed,
recorded and tested by the respective instructors/counselor. The

followings are the types of evaluation tools (copies of the

instruments are attached under the appendices),

1. Assessment test - This evaluation is conducted at the
beginning of the cycle. It is conducted by vocational
instructor, job-related ESL instructor, and the counselor. The

evaluation includes:

A. Brief entrance oral and written test:
Bilingual Vocational Proficiency Pre-test
(ac.2pted scores = 120 - 175 low intermediate)
. Written Diagnostic English as Second Language test
(accepted scores 607 of the 75 questions test)
. Basic arithmetic test
B. Interview for tae assessment of the trainee's back-
ground in education, vocational aptitudes, Engiish
proficiency, partic.pation and motivation
. A comprehensive interview form scored and recorded

by each instructor and counselor

b i
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cC. Discussion to determine the grouping of the trainees

aczordirg to their competency levels for lesson
planning purposes

D. Evel ation of trainee's employability, evaluation of
tre¢ .e's strengths and weaknesses for the

employability development puian.

2. Evaluation of trainee's Prngress - This evaluation 1is
conducted to measure each trainee's progress in terms of the

performance objectives.

A. Vocational skills
Regular unit testing determining trainee's
shortcoming in each task in a unit of automated
bookleeping tefore proceeding to the next set of unit

tasks

. The weekly 5' timing in typing starting the Sth
week scored with regular weekly progress charts
Preliminary, mid-term and final examinations
monitoring trainee's progress in instructional
program goals
Project sets, work sheets and exercises providing
trainees practical participation and drills through
class performances and assignment/homework.

R. Job-related ESL
- Listening to trs nees speak in English. Scoring

them (1-5) according to the levels of fluency in

rhetoric, style, syntax, vocabulary and oronunciation.

Daily regular reading tests registered with regular
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progress chart for vocabulary, comprehension and
reading speed

Weekly regular wricten exercises with guided written
articles {for important structures and style

Regular, weekly spelling tests of 10 technical
“erminology and 10 World of Work with progress charts
Regular daily and weekly graded exercises and

drills for important structure and vocabuliary.

3. Jo’'nt evaluation - An evaluation by the combined efforts of
vocational instruct-., jot-related ESL instructor and the
cournselor. This is done very thoroughly by means of case
conferences which are held in the 7th, the 14th and the 21st week
of tha cycle. The purpose is to evaluate the trainee's progress
not only on learning activities but also on motivation and

att.tuvdes.

A, General and periodical progress of trainees based on
trainee's competency records from respective
instructors
Achieved competency 1l=:el
English proficiency orai,written
Attendance punctuality records

B. To identifv and bring to the attention of the
counselor about the trainees' problems such as thelr
inattentiveness because of classroom difficulties,

personal or family problems.

4. Exit and Post-test - An evaluation to score the trainees
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toward the end of the 19th to 20th week.

THe post-test scores

will be compared with the pretest scores to measure the

increment of progress made by each trainee and the specilic

outcome of the general perform. ces of trainee in the entire

cycle.

A.

Bilingual Vocational Oral Proficiency test

expected passing scores = 200 - 275 high intermediate
Written Diagnostic Zngiish as Second Language test
expected passing scores = 637 of 150 question test

The final examination of Data Entry test

The counselor's report of trzinee placement indicating
# of trainees enrolled, # graduated, # placed, company
name, job title & salary of the graduate placed

The final attendance punctuality reports.

5. Follow-up reports from graduates and employers. It provides

an indication

Feedback from

of how well a program is meeting its objectives.

graduates and emplnyers are useful in strengtheni-g

program design and operation.

A.

A follow-up report is mailed to the trainees 30
consecutive working days after placement. The trainees
are asked to complete the form indicating if they are
still working and if so, any changes in wages, title or
positirn.

A 6 month follow-up report is again mailed to the
trainees for their current employment status. In

additio~ ruestions concerning various aspects of the




training program are asked, *.e. to what extend trainee
was able to use the skilis acquired during training, to
what extend did the trainees gain the ability to
frnction in an English speaking environment, and
suggestions for modifying thLe program.

c. Questionnaires are mailed to employers 6 months after
the hiring of our graduates. The purpose is to obtain
evaluations of trainees' job performance and preparat-
ion for the job, verify job olacement, and to solicit
suggestions for program modificaticns. Suggestions
=ay include changes in curricula, materials and

equipment.

o. OUTSIDE EVALUATION

Under terms of the grant from the U.S. Department of
Education, the BVT project is required to evaluate its progress,
effectiveness, and outcomes by an independent outside evaluator

on an annual basis. The evaluation should address the following:

1. The project's progress in achieving the objectives
set forth in its approved application.

2. The effectiveness of the project in meeting the
purpose of the program.

3. The effect of the project on persons being served

by the project.
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1X. CURRICULUM MODIFICATION

The BVT curriculum act CHMP is continuousiy t 2T reviewed and
revision. Valuable information is obtained regarding the
adequacy of the vocational training, job-related English language
instruction and eﬁp;oyabillty instruction, particul-rly after the
trainees have been employed for a period of time. Employers'
feedbacks provide information on the effectiveness or
appropriateness of proygram operatioas. The comments and sugges-
tions of former traineer and employers are disseminated to all
program staff. In this manner, appropriate staff members will be
able to take the required action to modify their respective parts
of the curriculum. The recommendaticns can then be incorporated
into the vlanning process for the upcoming training cycle.

Also, the findings and recommerndatiouns set forth in the
report by the outside evaluator will be rhoroughly reviewed and
discussed jointly by the instructional --aff and program
administrator. Following these discussions, proper course of
action will be decideu to update the curriculum so that the needs
of the trainees as well as those of employers could be met.

Ia conclusion, we hope this curriculum will be of use to

other BVT providers and will be cf aid in their effcrts to initiate

or better their training. However, an agency saould exercise

discretion when adapt ng this curriculum for .ts program. It is
important to recogrize such factors as th:- population served, the
joeb market of the community, the adequacy of the facility and the

quality »~f the staff.
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APPENDIX A

BIBLIOGRAPHY OF MATERIALS & REFERENCE BOOKS FOR DATA ENTRY COURSE

Jux, William E. & Clark, Ja _.s F. Data Entry Activities for the
Mictocomputer, South-Western Publishing Company,
Cincinnati, OH, 1492

Clark, James F.. & White, Kathy Brirtain, Computer Confidence:
i. Challenge for Today, South-Western Publishing Company
Cincinnati, OH, 1986

Close, Integrated Softward: Principles and Applications Using
Lotus 1-2-3, South-Western Publishing Company, Cincinnati, OH
1986

Harson, Pegg', Keypunching, Fourth Edition, Prentice-Hall, Inc.
Englewood Cliff, NJ, 1984

Pactor, Paul, Card-Punch Machine Operation, Book 2,
McGraw-Hill Book Company, New York, NY 1972

Shelly & Cashman, Introduction Tu Computers And Data Processing
Anaheim Publishing Company, Brea, CA, 1980

Silver, Gerald A. Data Processing for Business, Second Editica
Harcourt Brace .Jovanovich, Inc., New York, NY 1986

Troop, Jane & Woo, Donna, Display Write 3, Scuth-Western Company
"incinnati, OH, 1984

Wood, Merle W. Computer Awareness, South-Western Publishing Company
Cincinn ti, OH, 1982

Wood, Merle W Computers, People, & T ia, South-Western Company
Cincinnati, OH, 1972

-

Wood, Merle W. You Are A Data Processor, South-Western Company

Cincinnati, OH, 19/2
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APPENDIX B

RIBLIOGRAPHY Ok COURSE MATERTALS & RTCFERENCE BOQKS FOR TYPING rOURSE

aAraen & ~an asas AN dards 5 U SNass awa

Casady, Grill and Kushner, Basic Typewriting Applicatiors,
South-Western Publishing Company, Cincinna:i, OH, 1983

Crawford, Erickson, Beaumont, Robinson & Ownby, Century 21 typing,
Third Editicn, South-Western Publishing Company, Cincinnati, OH,
1982

Lessenberry, Crawford, Erickson, Beaumont & Robinson, Century 21
Typevriting, Second Edition, South-Western Publishing Company,
Cincinnati, OH, 1977

Nelsca, Julius, Typing for Accuracy,
The H. M. Rose Company, Chicago, IL, 1977

Palmer & Agnew, Iriple-Controlled Timed Writings,
South-Western Publishing Company, Cincimnati, OH, 1370

Troop, Jane and Woo, Donna, Display Write 3,
Sorth-Western Publishing Company, Cincinnati, OH, 1986

Wanous & Langford, Basic Typewriting Drills, Fifth Edition,
S. ~h-Western ? L1lishing Company, Cincinnati, OH, 1978
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APPENDIX C

BIBLIOGRAPHY OF MATERIALS & REFERENCE BOOKS FOK JOB-RELATED ESL COURSE

Applebce, Arthur N. Tradition and Reform jin the Teaching of English - A History.
Illinois: i National Council of Teachers of English, 1974.

Barbe, Walter B., and Michael N. Milone, Jr. (January 1980)
"The Best Kept Secret in Education Today; Modality-Based Instruction."
Aides to Bilingual Cammunication Report.
Bethesda, MD: Miranda Asscciates, Ir..

Berry, Dale W., and Mona A. Feldman. (1980) Evaluation of the Status and Effects
of Biiinqual Vocational Training. Report prepared for the U.S. Department of
Health, Education, and Welfare, Office of Education, Office of Evaluation and
Dissemination. Washington, D.C.: Kirschner Associates, Inc., and Management
Consultants Unlimited, Inc.

Bilingual Vocationai Educatior Project. (1980) PRibliography of Bilinqual Materials
for Career/Vocational Education. Report prepared for Illinois State Office of
Education, Division of Adult Vocational Education. Arlington Heights, IL:
Bilangual Vocational Education Proiect.

Bilirqual Vocational Oral Proficiency Tfest (BVOPT). (1981) Test developed for the
U.S. Department of Health, Education and Welfare, Office of Education, Bureau
of Occupational and Adult Education. Dallas, TX: Melton Peninsula, Inc.

Bradley, Curtis H. and Joan E. Friedenberg. (1982) Foundations & Strategies for

Bilinqual Vocational Education: A Handbook for Vocational-Technical Education
Personnel. Washington, D.C.: Center for Applied Linguistics.

Close, R. A. English as a Foreign Language. Cambridge Masszchusett:
Harvard University Press, 1963.

Costinett, Sandra. The Languagr of Accounting in English. New York:
Regent Publishing Campany, Inc., 1977.

Cardall, Jo Ann. (197Y) Adult Vocational ESL. Language in Education: Theory and
Practice, No. 22. Arlington, VA: Center for Applied Linguistics.

Darier., Steven; G. English as a Second Lanquage. Oklahcma:
University of Odklahama Press, 1972.

Development Associates, ILuc. (1978) Handbook for Bilinqual Vocational Materials
Development. Report prepared for the U.S. Department of Health, Education,
and Welfare, Office of Education. Arlington, VA: Development Asscciates, Inc.

Dulan, Heidi and Jeffrey Shultz. (April 1972) Crosscultural Miscamm.ication in
the Classroan. Paper presented at the Joint Annual Meeting of the society
for Applied Anthroprlogy and the American Ethnological Society, Montreal,
Quebec. Cambridge, MA: Language Research Foundation and ilew York, N.Y.
Ford Foundation.
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Feldman, Mona A., et. al. (1982) Vocational Careers in Which a Language Other
than English s an Asset. Los Angeles, Ca: Evaluation, Dissemination and
Assessment Center, California State University, Los Angeles.

U.S. Department of
Arlington, VA: Executive Resource Associates, Inc,

Finocchiaro, Mary. English as a Sceond Janguage fram Theory to Practice.
New York: Regents Publishing Co., Inc., 1974.

Fisherman, Joshua U., Bilingual Education, Mass.: Rowley, 1976.

Galvan, Mary M. and John G. Bordie. (1977) Accutrak:

: ( System for Oral Lanc;.xage. Manual for tests devel
Agency, Migrant Division, San Antonio,

Texas Criterion Reference
oped for Texas Education
TX: Education Service Center, Region XX

Gay, L.R. (1980) Educatioral Evaluation and Measuremant: Campetencies for Analysis
and Application. Columbus, OH: Charles E. Merrill Publishing Company.

Harvarc Joseph. Bilingual Guide to Business & Professional Correspondence.
Spanish English. New York: Oxford Press, 1970.

Henderson, Greta La Follette and Price R. Volles. Business £nglish Fssentials.
New York: Mc Graw-Hill, Inc., 1975.

Knax, Alan B. (1978) adult Development and Learning: A Handbook on Individual

Growth and Campetence in the Adult Years for Education and the Helping
Professions. San Francisco, CA: Jossey-Bass Publishers.

Lee, Y. R. (1972) "Audio-Visual Aids to the Learning of EFL for Vocational Purposes."

Paper presented at the Internatioi:al Association of Teachers of English as a
Foreign Language, Middlesex, England.

Liem, Nguyen Darng. (1982) Methodologi
[ Amerir—“rE. Los Arqjeles, CA: Na

Locks, Nancy A., et al. (1978) lanquage Assessment Instruments for Limited English-
Speaking Students. A Needs Analysis. Report prepared for the U.S. Department

of Health, Education, and Weifare, JNational Institute of Education. Palo Alto,
(A: American .nstitute £or Research.

es in Second Lanquage Teachir~ for Asian-
tional Center for Bilingual Research.

I ke, Robert A., How to Train Teachers to Train Adults. Naw Jerse ;: Frentic -
Hall, Inc., Englewood Cliffs, 1971.

McKinty, Stuart, et al. (1979) Helpful Hints for Inplementing Individualized
Instruction in Bilj al Vocztional Education. Houston, TX: Consortium C.

Regional IV Education Service Center, Bilingual Vocational Instructot Training
Projwct.
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Miller, W. R., and H. C. Rose. (1975) Instructors and The.r Jobs, 3rd Edi*ion.

American Tec..nical Society.

Morris, Lynn Lyons and Carol Taylor Fitz-Gibbon. 11983) Evaluator's Handbook.
Beverly Hills, CA: Sage Puhlications.

Mrowicki, Linda. (1984) Let's Work Safely! English Language Skills for Safety
in the Workplace. Palatine, IL: Linmore Publishing, Inc.

Olson, P.A. (1973) The Relevance of Behavioral Objectives for English. University
of Mirnesota,  Minneapolis (unpublished paper).

Paulston, Christina Bratt, ard Mary Newton Bruder. (1978) Teaching English as a
Second Lan_.age: Techniques and Procedures. Cambridge, Mi: Winthrop
Publishers, Inc.

Peterson, Morris, and Dale W. Berry. (1984) Strategies for Using External Resources

in Bilinqual Vocational Training Programs: A Guide for Program Planning and
Operation. Los Angeles, CA: Evaluation, Dissemination and Assessment Center
California State University, Los Angeles.

Robinett, Betty Wallance. Teaching English to Speakers of Other Languages:
Substance and Technique. Minneapolis, MN: University of Minnesota Press and
New York, N.Y.: McGraw-Hill Intermational Book Co.

Saville-Troike, Muriel. {1978) A Guide to Oulture in the Classroom. Rosslvi, VA:
InterAmerica Research Asscciates, Inc., National Clearinghouse for Bilingual
Education.

Shay, Gail F. and Nancy A. Siefer. (1983) VESL Materials Deveiopment., Phoenix, AZ:
Arizona Department of Educaticn.

Siefer, Nancy. (1981) Lanquage Assessment for Limited English Speakers in
Vocational Programs. Mesa, AZ: 2sa Camunity College.

Stevick, E.W. (1976) Memory, Meaning and Metnhod: Same Psychological Perspectives.
Rowley, MA: Newbury House Publishers, Inc.

Svendsen Carol and Katherine Krebs. (1984) "Identifying English for the Job:
Examples fram Health Care Occupations" The ESP Jourr~l, Vol. 3, 153-164.

Troike, Rudolph C., et al. (1981) Assessing Successful Strategies in Bilingual

Vocational Trainir., Programs. Rosslyn, VA: InterAmeri~~ Research Associates,
Inc., National Clearinghcuse for bilingual Education.

U.5. Departm 5t of Labor, Bmwployment and Training Administration. (1978).
The Publ.c Bnploymert Service and Help Wanted Ads: A Bifocal View of the
Labor Market. Research and Development Monograph No. 59. Washington, D.C.:
U.S. Govermment Printing Office.

Vasquez, James A. and Tobias M. Gonzales. (1981) Congitive Sf.yles: An Annotgted
Bibliography. Rosslyn, VA: InterAmerica Research Associates, Inc., National-
Clearinghouse for Bilingual Education.

7Y
73




Velc= , Agatona T. and Consolacion G. Valmonte. Good English, The Second
Language Way. Manila: Philippine Book Campany, 1970.

Weg ann, Robert G. (December 1979) "Joh-Search Assi

Journal of Employment Counseling, 16, 197-226.

"
stance: 2

s

Zymelman, Manuel. The Econcmic Evaluation of Vocational Training Programs.

Washington, D.C.: The International Bank for Reconstruction and Development
1818 H Street N.W., 1976.

English Lab Materials:

Boyd, John R., & Boyd, Marry Ann. Connections, Cammnicative, Listening, and
Speaking Activities, Regents Pub. ishing Co., New York, N.Y., 1981.

Dixson, Rd :rt J. Everyday Dialoques in English, Regents Puclishing Co.,
New York, N.Y., 1984.

Foley, Barbara H. Now Hear This, Newbury House Publishers, Inc. Rowley, Ma.,
1984.

Hall, Eugene J. Practical Conversation in English, Regents Publishing Co.,
New York, N.Y., 1984.

Kimbale and Palmer. Getting along in English, Longman, New York, N.Y., 1981

Margano, Custer, and Beck. It's up to you: lLanquage skills and strategies
for getting a job, Longman, New York, N.Y., 1980.

O'Neill, Robert. American Kermell Lessons: Beginning, Intermediate, Advanced,
Longman Inc., New York, N.Y., 1983

Schecter, Sandra. Listening Tasks, Cambridye University Press, Boston, Ma
1984.

.«

Thorne, Tory. Living in New York, Nelson Filmscan Ltd., New York, N.Y., 1984
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APPENDIX D

BIBLIOGRAPHY OF MATERIALS & REFERENCE BOOKS FOR EMPLOYABILITY SKILLS/

COUNSELING COURSE

Anema, Durlynn. Get Hired 1979
Janus Book Publishers. Hayward, CA 1977

Blarkledge and Blackledge, The Job You Want - How To Get It
South Western Publishing Co. Cincinnati, OH 1983

Corwen, Leonard. How To Find Anc Land Your First Full-Time Job
Arco Publishing, Inc. New York, NY 13983

Education Associates, Inc. "The Job World Workbook"
Frankfort, KY 1982

Ford, Carol and Silverman, Ann. American Cultural Encounters
The Alemany Press. Hayw.rd, CA 198"

Friedenberg Joan E. & Bradley Curtis H. F.nding A Job In the United States
Passrort Books. Lincolnwood, ILL 1986

Gu..de To Preparing Resume
New York State Departmert ot Labor, New York

Hammer, HY. Prac.ive For Clerical, Typing And Stenographic Tests
Arco Publishing, Inc. New York, NY 1583

Hopke, William E. The Encyclopedia Of Careers And Vocational Guidance
Volume I & II Fourth Edition
J.G. Ferguson Publishing Co. . Chicago, ILL 1978

Jew, Wing and Tong, Robert. Job Interview Kit
Janus Publisher. Hayward, CA 1976

Jew, Wing and Tong, Robert. Job Planner 19767
Janus Publisher. Hayward, CA 1977

Kaln, Charles and Tong, Robert. My Job application FIle '980
Janus Publisher. Haywar.!'. CA 1977

Kilchenstein, E. Delores, Grand ~ Godd-rd, bettye Sue
Civil Service - Office § :11s Review, Thired Review
South-Western Publishing Cc. Cincinnati, OH 1985

Lasker, Toy. Flashmaps - Instant Guide To New York
Flashmaps Publications, Inc. Chappaqua, NY 1985

Livingstc e, Arnold. Job Ianterview Guide
Janus Publisher. Hayward, CA 1983




Moon, Harry R. Job Orientation Student's Manual
Milady Publishing Corp. [Lroax, NY 1943

NoreC, Arrold. The Universit’ of Texas at Austia.
"Occupatiunal Knowledge, Reading Book"

Harcourt Brace Jovanovich, Inc. 1980

Nored, Arnold. The University of Texas at Austia
"Occupational fnowledge — Student Workbook"
Harcourt Br~ce Jovanovichy Inc. 1980

11.S. Department of Lavor. Occupational Dutlook Hanc .k, 1994-1985 Edltion
u.S. Covernment Printing Office. Washington D.C.

Powell, C. Randall. Indiana University. Career Planning Today
Kendall/Hunt ®ublishing Company. Dubuque, luwa 1981

Rand, Kenneth. T¢me_Carcs and Paychecks
Janus Boox Publis 2.s. Haywscd, CA 1981

. 8iron, Sidney B.. Howe, Lel-~d W., Kirschenba~a, Howard
Values P‘;r‘ficaonn, A Hanarook of oractic.l St-ategies For Teachers and Students

Hart Publising C¢. Inc. New fork, NY 1972

Smith, Michael Holley. The Resume Writer's Handbook
Barper & Row Publishers. « w York, NY 1980

Thank Ycu. Please Call Again - Teacher's Guide
Amevican lelephone & Teieg 'aph Company. 1975

1hank You. Please Call Again - Spirit M~ster Book
Ame-‘car Telephore & Telegraph Cowpany. 1975

Tiersky, Ethel & Martin. The USA Customs and Institutions
Regert”, Fublishing Cp., Inc. New Yori, NY 1375

"urner, David R. Ms. ir Ed. Clerk - Eceno Transcriber
Arco Publishing Co. New York, NY 1J76

Tarner, David R. Ms. in Ed. Office Aide
Arco Pubiishirg Co. New York. NY 1978
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Aucio - Visual Materials

Fanloyment Interview
Milady Publishing Corp. Bronx, NY 1977 (Slides;

Fioding and Getting A Job

a) Applying For A Job

b) The Job Inte-view

c¢) Your First Months On The Jzb

Scciety For Visual Education Inc. Chicago, ILL 1978 (Filmstrip)

Getting A Job

a) Making A Career Decision

b) Looking For A Job

c¢) The Jo', Interview

d) Preparing To Hol. A Job

Society For Visual Eaqucation Inc. Chicago, ILL 1978 (Filmstrip)

Getting The Word Around
Western Union. New York, NY (Films. -ip)

Intervis -ing For The Job
Education Assoriates Inc. Frankfurt, Kentucky 1984 (Video tape)

Job Orientation, Teacher Manual
Milady rublishing orp. Bronx, NY 16”8 (Transparency)

Telephone Techniques For The Secretary
Milady Publishing Corp. Bronx, NY 1972 (Slides)

Tele - VESL Buciness Telephone Skills
The Alemany Press. Hayward, CA 1983 (Cassette tapes)

While at Work
Education Associat s Inc. Frankfurt, Kentucky 1684 (Vvideo tape)

Working
HBO Studio Productions. New York, NY 1385 (Video tape)
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DATL gy rov 301

~SAMPLE

IN~TRUCTOWG G. UlLes A. ool
UNIT LESSON PLAN
“Tes_9 / 8/81 -~ 9/18/87 COUNSELGR  B. Yu i
CONTENT AND METHOD INTEGRATED PCTIVITIES EV$385TIVZ
~emputer { 1. Introduction to .omputer literacy 1. Part of speech 1. Pre-test
Methods : Nouns Verbs Adjectives 2. Weekly
—_ data coding powerful qu-ges
1. Bili.gual approach diskettes verify careful
Lecturing method input power up  large
output power down magnetic
2. Basic sentence patterns
- N/P 4 verb
- N/P +4L.V. +Adjectives
Intrcduction to machine parts - Present tense 1. Pre-test
Home keys, new keys - Application of employability '
Tabulations terus. 2. 1" + 2°
Oral drills : ri*inz-
3. Pronunciatfon and spelling ée;t‘v
10ds: of socational terms and world
of work vocabule - y including
Bilingual approach employability terms from the
Oral drilling counselor:
Demonstration
stipend trainecs
Part of speech ﬁu;ctu§i < deduct 1. BEST
Basic sentence patterns eionging : tests
Pronunciation ) 1 ) . .
Spelling 4, Dialogue: Using - rulation
P of trainee's acta  ‘es i- 2. Spelling
ods: 1. Drills and exercises . :
taking care of the . ftwares. quiges
2. Dlalogues reating
3. Conversatior and exercises

simulation«

ent:
School regulations
Program Objzactives

ods:

Bilingua® approach
Discussions
Self-introdu :© u




RATA ENTRY 301

~ SAMPLE
UNIT LESSON PLAN

‘NTES 12/ 7/ 87 — 12 / 18/ 88

I” TRUCTORS G. Olbes

A. c€hih

COUNSELOR  B- Yu

CONTENT AND METHOD

INTEGRATED ACTIVITISS

EVALUATIVE

TCCLS
‘er Content: Using subordinate clause in l. Tiping
‘racy 1. Introduction to verification procedures verifying procedures of test
2. Making corructions Xey-entering
3. Exercises 2. Exercise

Method:

1. Demonstration

*. Tutoring
Hands-on practice

lesume typing
‘hanging format on IBM Displaywr ‘er
‘onditioning pra. tice

d:

lemonstration

lands on practice

iilingual approach with more English

nt:
‘eriect tenses

erb forms
ubordirate clauses

d:

{alogue drills
ecitation
eading exercises

nt:
ress code

d:
.scussing
xplaining

Using passive voice in
sentences involving the
discussion of resume forma:

Practice “he choices f verb
forms as applied to
telephone commun.cation

Vocabulary application to
grammsar:

Nouns Verbs

po ure in charge
contact transfer
:xtension verify
interviewer

pension

impression

Adjectives Adverbs
jnitial promptly
industrious
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. Regular
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Chinatown Manpower Project, Inc.

SOMILBCRRY SINCET
NEW  ORK. N Y. 10013
IEL" (212) 671.1600

BILINGUAL VOCATIONAL TRAINING PROGRAM INITAKL FORM
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BILINGUAL VOCATIONAL ORAL PROFICIENCY TEST - FORM A
READ TO EXAMINEE

(Give the following instructions in the examinee’s native language)

My name is (test administrator's name)

| am going to ask you some questions in Erqglish. Please z..iswer in a complete
sentence in English.

i will ask each question once. If you want me to repeat the question, tell me. I will
repeat the question if you ask me.

If youd not understand the question, tell me and we will go to *ne next question.
Remember, answer in complete sentences in English.
Do you understand what you have to do?

| (Wait for examinee€’s response.)

(Repeat instructions if necessary.)

Remember: All items must be read in English exzactly as written and the examinee is to
respond in English.

1 What is your name?

Where do you live?

How long have you lived (there?) (here?)
At about what *ime aid you get here today?
How dia you get here?

N H W N

(Discontinue if examinee has missed 4 jtems or e.)

6 What kind of job training do you want?
7 When could you start training?
8 How many hours a week could you come to school?

(Discontinue if examinee has missed 6 items or mcre.)

Now, | am going to show you some pictffés that tell a story and will ask some
questions about them.

(Repeat instructions if necessary.)

34

(Give the following instructions in the examinee’s native language.)
|
|
|
|
&




(reint to photograph A1)

8 (Point to the picture on the wall) What is wrong with the picture un the left?
10 What are the woman and child putting in the box?
11 Name two of the nbjects lying on the table.
12 What will they do with the scissors and string?

(Point to photograph A2)

13 What is in the box the woman is carrying into the post utfice?

(Point to photograph A3)

14 What is the family on the left doing?
15 Why is the woman and not the child carrying the kox?




(Point to photograph A4 )

16 Where is the box now?

17 What are the scales on top of the counter used for?
18 Why is the child pulling himself up to the counter?

et Y
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(Point to nhotograph Ab)

19 What kind of job d-es the man in the gicture have?
20 Where did the box coma from?




READ TO EXAMINEE

(Turn on tape recorder.)
Look at this set of pictures.

(Show examinee 3et of pictures (Form A, Police Serigs). Allow examinee a few
moments to review pictures. Then start the interview.)

Look at the pictures carefully and tell me everything you see in the pictures.

(If the examinee has difficulty getting started, help him/her along by asking
questions related to the pictures, such as the following.)

(Point to photograph: Police Series A6)

® What are the chil“ren doing in the picture?
® How do they know when to cross the street?

(Point to photograph: Police Series A7)

@ (Point to lunchbox) What does this man have in the box?
@ (Point to little girl) Why is the little girl xuaning




- = vy

(Point to photograph: Police Series A8)

® What is this woman doing?
® Why is she putting a ticket on the car?
® (Point to parking patrol vehicle) What does the woman use this for?

(Point to photograph: Police Series 2 3)

® What happened in this picture?

® Why is the man holding his knee?

® What is the policeman asking the men?

® Where do the police need to take the marn ¢

Ix
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(Point to photograph: Police Series A10)

® What is the man in the car doing?
( @ Yhat naupenea to the ccor of th:. car?
| ‘ ® (Point to the policeman on the right) What is the policeman doing ?

9y
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READ TO EXAMINEE

(Give the following instructions in the examinee’s native language.)

Iri this section. I'm going to read some sentences. You will repeat each sentence.
Please wait until | finish each sentence before you repeat it. |f you ask, | will read
the sentence again. Let's practice first.

(Repeat instructions if necessary.)

Remember: All items must be read in Er._lish exactly as written and the examinee is to
{ respond in English.

v ® Fixit
' ® Check your tools.
@ PFut it here.
® You have t¢ use it.
Do you understand what you have to do?

{ (Wait for examinee’s response.)

| cannot answer any questions after we begin.
Let's begin.

Get that brush over there

No, not that one.

Be careful not to drop it

Those boards are too long.

Cut them shorter so they will fit.

g b~ WO N =

(Discontinue if examinee has missed 4 items or more.)

6 Use this saw o cut the boards.
7 He just finished painting the door.
8 The paint on tha door is siill wet.

(Discontinue if examinee has misscd 6 items or more.)

9 Put a“Wet Paint” sign on the door.
10 Don't burn yourself on the oven.

o - [




11
12

13
14
15
16
17
18
19

( 20

Turn it down to 350 degrees.

The vacuum cleaner isn't working richt.

The filter bag needs to be replaced.

The bowls should be on the shelf.

We need a large bowl {¢ make cookies.

Can you “nd the sharpest knif2 in the drawer?

Be sure to use the knife c;;xrefully when you cut the meat.
Have you started mopping the kitchen fioor?

Sweep the floor before doing anything else.

She just finished sweeping the floor and is now going to mop it.

101
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FORM A

Subtest 1: Subtest ;- Subtest 3: Subtest 4
Questisn/Anrwer Open-ended Interview Elicited Imitation Imperstives
Time Started: Time Started: Time Started: Time Started
Finished: Finished: Finished: Finished
Total: Total: Total: Total
! = Appropriate and Low = -3 = Low oral 1 = Perfect repctition: Y = Correct response
understandable English proficiency or imperfect response
0 = [nappropriate, Medium = 4—6 = Medium that retains meaning N = Incorrect response
unintelligible, oral English proficiency 0 = Meaning lost, unintell-
RO response High = 7—8 = High oral igible, no response @ =No response
English proficiency
1 1 1 1 0 1 Y N 0
2 1 Low 2 1 0 2 Y N O
i 1
3 1 i 2 3 3 1 0 3 Y N O
4 1 4 1 0 4 Y N O
S 1 S 1 0 5 Y N O
6 1 6 1 0 6 Y N O
7 1 7 1 0 7 Y N O
8 1 8 1 0 8 Y N O
9 1 Medium 9 1 0 9 Y N 9
10 1 r4 S 6 ' 10 1 0 10 Y N O
11 1 11 1 0 B Y N 0
12 1 12 1 0 12 Y N "
13 1 13 1 0 13 Y N 0
14 1 14 1 0 14 Y N 0
15 1 1§ 1 0 15 Y N 0]
16 } High 16 t ] 16 Y N O
17 i r7 8 9 I 17 1 0 17 Y N 0
18 1 18 1 0 18 Y N 0
19 1 19 1 0 19 Y N 0
20 1 20 1 0 20 Y N O
Total Assigneg | | Total | l Total 1
Raw Raw Raw Raw I
Score Score L._] Score L Scure
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APPENDIX H.

INDIVIDUAL CCUNSELING AND EMPLOYABILITY
DEVELOPMENT RECORD




Counselor

INDIVIDUAL COUNSELINC & EMPLOYABILITY DEVELOPMENT RECORD

Name Class: Tel.: ( )

Mdress -

Social Security Number :

1. PREVIOUS WORK EXPERIENCE (before joining BVI Program)

2.EDUCATION : (academic & vocational)

3. OBSTACLE TO EMPLOYMENT (e.o. Eﬁglish deficiencies, zkill dericiencies, handicaos,
age, sex, lack of child care, criminal record, etc.)

4. SKILLS, TRAINING AND,OR INTEREST : (surmation of talents, capabilities, hobbies)

X 5. EMPLOYMENT GOAL (at the completion of training cycle)

: 6. BVOPT TusT :
Pre—test Score Date Post-test Score Cate

7. CASE CONFERENCE REPORT :

Job
( Date Related ESL Bkpg Typing  BOP Counseling Attendance
1.
2.
3.

8. INDIVIDUAL COUNSELING SESSIONS

Date

ERIC g6 1M




e s emmm e—

9.

10.

REFERRAL TO UNSUBSIDIZED EMPLOYMENT OR ADDITIONAL TRAINING :

Drployer’s Result
Name & Address Position Date (Accepted)
COMMENTS :
105
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Startinc

Rejected

Date

Reason




APPENDIX I.

TRAINEE COMPETENCY DEVELOPMENT RECORD
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C.M.P. RILYKAINL VOCATTONAL, (MICRO~COMPUEPTIK) TIAINTIG PROGIAM

COMPETINCY  DEVENOPHENT 1ICORD

N - B, Yu
Class: Data fntry Counselor: '

Traince: Period of Review: 1 - 0 weks
1 2 3 4 5
Pre-test [
Data Procesiing Concopts & Terminology T -
DATA ENTRY Care § llandling of Diskette
Apple 1I & 1BM PC Operational Procedures
LCaunnents
{ Parts of Typowriter
Pre-test
TYPING The Keyloard 1
Tabulation
Spced and Accuracy !
Cunncnts
Pre-test
Vocatulary
E.S.L. Gramnar
Listening Camprehension
Speaking
Cuninents
Attitude and Motivation
Atterdance and Punctuality
COUNSELING Nrerican Culture and Custams
Job Scarch
cunments
Cament s
Trainee's Signature: Date:
9 107
L 1: Exccllent 2: Very Good  3: Good . 4: Fair . .5. Limited




class .

COMPETTNCY  DEVELOPMIENT RUCORD

Data Entvy

Trainee:

Counselor:

Period of Reviow:

B, Yu

C.Ma P IVLINGIAL VOCATIONAT, (11ICRO-COMITEING) TIATNING PLEOGIAM

T = 12 v ke

1: Excellent 2: Very Gocd

N oL 1 LEVELS
\SURJIICT AREA SUBSKILL PLRFOUMAR 2 LIVIELS
1 2 3 4 5
5281 Operational Procecdures S N
Utility Programs
DTA ENTRY Program Codes
Pronpt Programming Concept
Counenis —
Mcemoranda and Centering
Proof - Reader's Marks
TYPING Letter Styles ___
Envelope Addressing o
Speed and Accuracy
Cuanents —_— ——
Vocahulary i l
Grammar
E.S.L. Listening Camprehension
Speaking
- Writing
Coninenls —
Clerical Testing
Application Form
CUUNSELING Resume Writing
Cover Letter
Attendance Punctuality
Caments
Camoent s
4
Traince's Signature: Date
100 195
3t Good  4: Fair 5. Limited
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COMLPL ILANGIAL VOCRTIOMAL, (DCTRO=CUPITETG) TRATMING PROCGRAM

COMPITIICY DEVELONNETIE RICORD

Clans Data_Entry Counsclor: _B, Yu .
Tyaineo: Feriod of ieviow: 13 - 16 woeuhks
SURIFCT AREA TISKILL PLIPOGAACT LIV

o 1 2 3 4 i
Alternated Prc. tMethod
Verification Procadur.
DATA ENTRY Data Entry Timed Wrj_irg ‘
Post~tLest
Ccuments

¥eyboarding Proficiency
WORD- Kncowledge of Operational Procedures
PROCESSING ‘Application of Various Tasks

— . - = .

Cunwents

Resune

Business Foims

TYPING Reports
Specd and Accuracy T
Post-test —-
Cuments

Vocabulary and Granmar

Speaking

E.S.L. Listening Cunsrchension N
Writing )
Post-test

Coamnts __
Telephone Techniques !
Job Interviews Technirpies

QUUNSELING Knowledae of starting and holding onto a job

Job Readiness

Canment s

Trainc :'s Signature: Date:

o 101 1y

1: Excellent  2: Very Good J: Good 4: Fair 5. Limited
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APPENDIX J.

JOR PLACEMENT INFORMATION
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BVT PROGRAM JOB PLACEMENT INFORMATION

Name:

Vocational Training Program:

Program Completion Date:

A. Placed in Job Within 30 Days of Program Completion or Exit? Il Yes I___1 No
If no, is individual seeking employment? "1 Yea T__| o

If yes:
1. Name of Company

Address
Telephone
Supervisor's Name

2. Nature of Job:

3. Is Job Related to Training? | | Yes | | No

%4+ Date Hired:

S. Date Job Begins:

6. Number of Hours to be Worked Per Week:

7. Starting Gross Wage Per Hour:

8. Does Job Include Medical Benefits?

| | Yes | | No
B. Ecrolled for Further Education at Training Within 3]0 Days of Program Completion
or Exit?
! | Yes | | No
Follow—up Dates
90 Days:
180 Days:
111
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APPENDIX K. TRAINEE EMPLOYMENT STATUS REPORT
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’\
CHINATOWN ! = OWER PKOJECT, INC.

Counselor:
2ge/English/Bilingual Vocational (Micro-computing) Training Prczram
Trainee Employment Status Report
Page
Employer/School Information
Pcsition Starxting Beginning Major
Name, Address & Telephone Status Date Salary

11°

11




APPENDIX L. FOLLOW-UP SURVEY OF FORMER BVT PROGRAM PARTICIPANTS




i;
|
|

FOLLOW-UP SURVEY OF FORMFR BVT PROGRAM PARTICIPANTS

l | 90-Day Follow—up

[ | 18(-Day Follow-up

Name:

Address:

Telephone Number:

Date Individual Completed or Exited Program:

Date this Survey Conpleted:

1.

2.

3.

S.

Are you currently employed?

| | Yes . | | No
(Continue Survey) If no, Jave you been employed at any time
since completion of or exit from
BVT program? - l | Yes
No

Who do you work for?

is this same or difrerent company from your first job after completing the BVT
trainizg program? _—
Same [ |

Different |~ |
If different, name, address and telephone number of company

Have you been employed contiruously since completion of or exit from the
vocationdl training program? |

|  Yes

No

Please describe your current job.

I16
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5.

9.

—

12.

Is your current job:
Same as when originally hired
A promotion from original job

A demotion from original jsb

Different job, but neither a promotion or a demotion | |

What is your current gross nourly wege? § per hour

Are you being paid more, less, or the same as the first job you obtained after
you completed or exited from the vocational training program?
More

Less

The Same =~ | |

How many hours do you work per week?

Do you receive medical beneflts from your employer?

| | Yes

| | No

Are there opportunitics for you to advance at the place you work?
Considerable Opportunities | |
limited Opportunities

No Opportunities
Explain:

How satisfied are you with the vocational training you received from the BVT
program?

Very Satisfied
Satisfied
Dissatisfied

Very Dissatisfied




13. How satisfied are you with tae Zanglish language irstruction you received from
the BVT program?

PROnET I L2 3 i
Very Satisfied ) i

Satisfied
Disgatisfied

: Very Dissatisfied | |

X 14. Would you recommend the BVT program to others?

| | Yes
| | No
Explain:

15. Are you cuttentli enrolled in any school, educational, or vocational training
3 program?

' I | Yes

No
Specify:

16. Bow satisfied are you with your present job?
i Like it very much
Like it somewhat
, Neither like it or dislike it
( | Dislike it somewhat
Dislike it a lot

Why?

17. What changes in the vocational training program do you suggest Sor the future?

a) Vo tional Training

b) English Language Training

&) Other

Ity
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APPENDIX M. EMPLOYER FOLLOW-UP QUESTIONNAIRE
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EMPLOYER FOLLOW-UP QUESTIONNAIRE

|1 90-Day Follow-up
I”I 180-Day Pollow—up

Name of Employee:

Company Name: Type of Business:

l. 1Is the above individual currently employed by you or your company?
I | Yes [Continue with Survey.]

| | No [If no, ask why not and stop.]

2. Briefly describe this employee's current Job.

3. Does individual work:
35 or more hours per week
Less than 35 hours per week
“. 18 his/her current job:
Same as when originally hired
Promotion from original job with company
Demotion from original job with company

Different job, but neither a promotion or demotion | l

5. What 1is employee's present gross hourly wage? $ per hour.

6. Is this employee's wage higher, lower, or the same as when originally hired?
Righer ||
Lower I

The Saze |__|

7. Doee employee receive medical benefits?

| | Yes | | No
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8. Are there opportunities for this employee to advance at your company?

Considerable Opportunities |

Linited Opportunities b
No Opportunities | |
Explain:

9. Compared to other individuals at the same job level, how would you rate this

employee’'s job skills?

Above Average |

;(. Average

Below Average

10. Is this employeé'a English language skills adequate enough to' perform his/her
current job?

English language skills are adequate to perform job | |

English language skills are a problem in perfbrming his/herjob | |

11, Is this employee's English skills a barrier to any advancement with your

; company?
| | Yes
g l | No
. Explain:
|
(. 12. In general, how satisfied are you with this employee's work?

Very Satisfied |
Satisfied | |

Somewhat Satisfied | |
Dissatisfied | |

13. What chinges, if anv. should the BVT program make in its training program to
enable its trainees to be more valuable employees to your company? Do

individuals need more training? If so, in what areas?
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