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’ ' Chapter 1

Transition: ‘A Major Problem
[ For Learning Disabled Adults

Hore than one-half of the graduates of the nation's high
[1 school programs for the learning disabled fail to make a success-~
- ful transition from school to employment (Will, 1984). Each
) year these jobless “individuals join the 67% of all handicapped
Americans between ages 16 and 65 who are unemployed (Rusch and
Phelps, 1987). Will cited figures in 1984 from the 1979 census
that indicated 50 to 80 percent of the working age handicapped
adults are jobless. A 1983 U. S. Commission on Civi) Rights
paper and a 1982 U. S. Census document report that up to 80
percent of the' working age adults identified ‘as disabled were
jobless (Will, 1984). The percentage becomes even more devastat-
ing when the Jjobless rates of handicapped youths between 14
and 21 are examined. - Rusch and Phelps reported in 1986 that
67 percent oxr those within this age range are unemployed. Unem-
ployment, low wages, and low job satisfaction are persisting
problems for members of this group (Meehan and Hodell, 1986).

Handicapped adults who are unemployed after leaving high
school become consumers of public resources rather than contribu-
tors. Depending on the severity of the disability, the annual
costs borie by taxpayers for sheltered workshops, adult day
care services, and income transfer programs that support the
unemployed can run as high as $12,000 per person annually (Phelps
Blanchard, Larkin and Cobb, 1982; Walls, Zavlocki and Dowler,
1986). The economic benefits of placing and supporting these
individuals in competitive employment include a larger tax base,
greater productivity capacity for the nation, and significant
reduction in social costs (Copa, 1984, Rusch, 1986; Wehman,
Hill, Goodall, Cleveland, Brooke and Pentecost, 1982). Will
reported in 1984 that a White House Study Group has estimated
8 percent of the gross national product goes to support depen-" 7
dency. 4

The transition of handicapped youth from school to work
and other facets of community living has become a critical concern
for parents, professionals, and policy makers (Johnson, Bruninks
and Thurlow, 1987). These concerns are reflected in the Education
for Handicapped Children Amendments of 1983, which focus specific
attention on the need to improve the scope and quality of transi-
tion services and service planning efforts.

The available evidence and collective experiences of families
and practitioners suggest that current transition efforts are
far from optimal (Johnson, Bruninks and Thurlow, 1987). Edgar
tndicated in 1987 that the secondary curriculum for special




education students appears to have very little, i{f any impact

on tkeir eventual adjustmenit to community life. VWith few excep-
tions, schools have failed to effectively prepare the learning
disabled for the transition from school to employment.

The Link Between Learning Disabilities and Juvenile Delinquency

A study of the relationship between learning disabilities
and juvenile delinquency was conducted by the Association for
Children with Learning Disabilities-Regearch and Development
(ACLD-R%4D) Project. The following results were reported in

1982 at the conclusion of ‘this study which was funded by the

National Institute of Juvenile Justice and Delinquency Prevention

(Crawford, 1982). e @

1. The evidence for the existence of a relationship between
learning disabilities and self-reported delinquency
was statistically significant,

2. LD adolescents reported a significantly higher frequency
of violent acts.

3. LD wis strongly related to. official delinquency.
The probability of being officially delinquent (on
2. nstional measure) was 9 out of every 100 LD adolescent

males compared to 4 of every 100 non-LD adolescent
males. The chances of being adjudicated delinquent
were 2207 greater for LD adolescents than for their
non-LD peers. .

4, The chance that & learning disabled and a juvenile
delinquent adolescent would be taken into custody
was the same.

5. The 32% 4incidence of 1learning disabilities in the
adjudicated group indicates that a substantial propor-
tion of the officially delinquent group is also handi-
capped with LD, .

6. The greater delinquency of LD youths could not be
attributed to socio-demographic characteristics or
a tendency to disclose socially disapproved behaviors.

7. The data indicated that LD contributed to increases
of delinquent behavior both directly and indirectly
through school failure.

8. LD juveniles had higher possibilities of arrest and
adjudication than those without LD.

9, There was no difference in the rate of incarceration
among adjudicated LD and non-LD adolescents. ’ )
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10. As non-delinquent boys advance through their teens,
those with LD ‘experience greater increases in delinguent
activities than those who are not LD.

These data indicate that LD youths are a "high risk" group
that is in greater need of services than their non-LD counter-
parts. While only a relatively small proportion of the adolescent
population is affected by LD, LD appears to be one of the impor-
tant causes of delinquency.

A second investigation of the relationship between learning
disabilities and juvenile delinquency and the effectiveness
of the ACLD-R&D remediation program was conducted by the National
Center for State Courts (NCSC). This program provided supple-
mental remedial 4instruction to adjudicated learning disabled
delinquents who were either attending high school or high school
age. The following findings were reported following this study
(Dunivant, 1982).

1. There was a significant improvement in academic perfor-
mance with 55 to 65 hours of remedial instruction
during one school year.

2, There was a dramatic -decrease in delinquency with
at least 40-50 hours of instruction. The instruction
was found to be significantly effective in preventing
or controlling future delinquency.

3. A major factor in preventing delinquency was not aca-
demic skill improvement but seemed to be due to the
nature of the relationship between adolescents and
the LD specialists. '

4, The model of instruction did significantly improve
LD/JD adolescent's academic performance with reduced
delinquent activity. It did not substantially change
school attitudes.,

Unfortunately widespread failure to identify learning disa-
bilities among adolescents and the lack of widespread provision
of the remediation program used in this study with the intensity
needed to make a difference continues to result in the exit
of large numbers of LD adolescents from our high schools who
are not able to make a Ssuccessful transition to employment.
Faas (1987) reported that 227 of the chronically unemployed
LD adults in his study of transition problems were not identified
until after exiting high school.

()]




The Project MEAL Model

The Project MEAL model described in the following chapters
provides an effective program for the post high school preparation
of the unemployed learning disabled young adult population for
sustained employment. It also provides many strategies and
interventions that can be adopted and used effectively in the
public schools with members of the learning disabled population.
These procedures are also well suited for use with those who
have other handicapping conditions or who are members of other
"at risk" populations. '
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Chapter 2
The Project MEAL Model
(Model for Employment and Adult Living)

Project MEAL developed and field tested a model program
which, with the assistance of a wide spectrum of cooperating
agencies, and effectively transitioned unemployed learning dis-
abled adults who had tecently exited from school. This model
provides a comprehensive program of training and support services
which 1link certain handicapped persons who leave the secondary
schools unprepared for competitive employment or independent
living to available community training/education programs and
services. This chapter 4includes an overview of the Project
MEAL Model and a brief introduction to each of its components.
These components are discussed in greater depth in the chapters

which follow.

Project Goal

The primary goal of Project MEAL was to develop a model
which effectively facilitates the successful transition for
learning disabled adolescents and young adults from school to
sustained employment 4in jobs which are commensurate with their
capabilities.

Project Strategies

Development of Project MEAL strategies called for creation
of a service delivery model that includes:

1. Linkages between local education agencies and providers
of services for learning disabled adults.

2. Provision of educational and vocational career assess-
ment.

3. Development of an Individualized Education Training
and Employment Plan (IETEP) for each client served.

4, Development and provision of an instructional sequence
that assists project clients in developing:

a. Job readiness skills.
b. Specific job skills and competencies.

B Independent living skills.

5. Improvement of functional academic levels.
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6. Development of job and transportation banks.

7. Provision of job placement and on-the-job tracking.
8. Ongoing evaluation and improvment of the model.

Target Population

The target population served by Project MEAL included exiting
or recently exited high school students who had been identified
by a certified psychologist as learning disabled; who were eligi-
ble for vocational rehabilitation services due to the nature
of their handicap; and who did not possess the knowledge, abili-
ties, attitudes and/or skills mneeded for gainful employment
and independent adult life.

Project MEAL Dimensions

The life skills training approach used in the Project MEAL
service delivery model includes the following four dimensions:

1. Recelving referrals from cooperating agencies and
‘pacrents and conducting screening and preliminary assess-
ment to determire client needs and eligibility for
the program. -

2, Enrollment in an eight week core training program
that provides preparation for independent living,
job readiness skills, academic tutoring (when needed),
and initial job placement and work experience.

3. Comprehensive vocational assessment followed by tech-
nical instruction and job specific skills designed
to increase the client's level of competence and employ-
ability.

4, Job placement commensurate Wwith capabilities, with
ongoing support services in the form of job tracking,
and assistance in upgrading their job levels and living
independently.

Linkage ﬁevelopment

Development of linkages was an important part of Project
MEAL's activities. Formal linkages were developed between the
R&D Training Institutes, Inc., and the Maricopa Skill Center,
a division of Rio Salado Community College, the Arizona State

‘Division of Vocational Rehabilitation, and Southwest Business

Industry and Rehabilitation Association (SWBIRA). Development
of linkages with representatives of secondary school trsaining
programs for learning disabled adolescents was also an important
project component.
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Linkage development emphasized facilitation of maximum
communication between agencies that provide services: for learning
disabled adolescents and young adults. These linkage activities
focused upon development of the relationships, understandings,
and sense of cooperation that are needed to provide a continuum
of services and insure a smocth transition from high school

to post-school employment.

Screening and Intake

Each prospective Project MEAL client was interviewed and
screened by the program director prior to admission. This pro-

cedure included a review of the individual's educational and

employment history and psychological and medical reports. Commun-~
{cation with the Division of Vocational Rehadilitation Counselor
or a representative of the referring agency was a key part of
this program component. Other factors that are reviewed at
this time include the propsective client's legal history, age,
and motivation. Financial responsibiity (DVR, Pell Grants,
$s1, JTPA, parents, etc.) 1is reviewed and established at the
time of 1intake=. Housing arrangements and the need for spec‘al
provisions such as medication 2nd counseling are also reviewved
at this time. A key factor in determining a client's eligibility
for admission to the program is determination that the person
being considered for admission to the program is motivated or
can be motivated to make an effort to develop the skills, atti-
tudes and habits needed to become employable.

Assessment Team Review and Evaluation

Each applicant for admission to the program was reviewed
by the Project Asséssment Team when possible. This review in-
cluded an in-depth examination of prospective client's psychiatric
history, vocational history, educational history and psychoeduca-
tional test data. The Assessment Team played a key role in
determining applicant eligibility for admission to the program.
The Assessment Team also 1identified areas in which additional
assessment was needed. Members of the Assessment Team performed
these evaluations or asked the agency making the referral to
supply this data prior to the determination of eligibility.

Development of an IETEP

An Individua}ized Education, Training and Employment Plan
(IETEP) was developed for each project MEAL client. Development
of a client's IETEP begins with a review of his or her present

performance levels. included is an examination of the client’s
employment history and vocational status, academic skills
(strengths and weaknesses), personality/sociel adjustments

(strengths and problems or vulnerable areas), modality/learning
style preference (strengths and weaknesses), life skills/work-
related behaviors and attitudes (strengths and areas needing

7




attention), vocational interests and dislikes, vocational skills
and limitations, and other factors that need to be considered.

A listing of program recommendations that describes the
client's need for additional evaluation, support services (psycho-
therapy, physical therapy, special transportation, etc.) and
modifications which are needed in instructional materials, proce-
dures and supervision is included fin each IETEP.

Also included in each IETEP is a listing of short and long-
range program goals and a desiguation of who is responsible
for each project component.,

Core Training Ptogtam

Each client admitted to Project MEAL was enrolled in an
eight week core training program. This 240 hour program concen-
trated upon four areas of skill development.

Area 1, Grooming and Attire - Project clients receive
instruction and practice in hair styling, skin care, makeup,
body care and physical fitness as part of the activities included
in this area. They engage in purchasing and maintaining a ward-
robe on a limited budget.

Area 2. Personal and Social Development - Group role playing
activities designed to promote the ability to express and receive
criticisms, share feelings, and engage in other interpersonal
communications 4in the workplace are emphasized in this area.
Clients are trained to be accountable for their lives, and re-
sponsible for positive/negative results that are a consequence
of their actions. Clients are placed in structured leadership
roles where they are responsible for others' performances as
well as their own to further reinforce accetable/appropriate
behavior from a management perspective. This includes how to
work together as they plan meals, class assignments, housekeeping
and group activities,

Area. 3, Financial Planning/Transportation - Instruction
designed to assist clients with the development of skills in
¥inancial planning, budgeting, checking and savings accounts,
reading telephone and utility bills. Obtaining credit and prob-
lems associated with 4{installment buying are examined. Clients
are taught how to read bus schedules and secure suiftable transpor-
tation to work,

Area 4. Practical ILaw « Instruction in this area assist
clients 1in developing their legal rights and responsibilities.
Contracts, warranties, rights and duties of landlords and tenants,
categories of <crimes, selective sgservice laws, need for proper
receipts and records, and procedures used to collect bad debts
are discussed.

i
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Area 5. Independent Living - Instruction in this area
| to assist the clients in developing skills #n home management.,
Iucluded 1is the planning, purchasiug and preparation of appro-
priate meals, time management, living with others, and finding
appropriate housing. The independent living component of Project
MEAL is an ongoliig part of the program that involves systematic
client follow-up for a four to six month period following comple-
tion of the core training progran.

Area 6. Job Training and Placement - Instruction in this
area emphasizes the development of job-related skills. Clients
are taught how to organize their resumes into an understandable
story which they can easily relate to others., Videotaped practice
interviews are conducted to provide the clients with experiernce
and confidence in situations which simuiste ones that they must
face while securing and maintaining a job., Clients are provided
with employment job training that shows them exactly what is
expected on the job. Finally, each client is placed in an entry-
level job with the support of regular tracking to insurec that
the client's job status remains steady.

!gcational Evaluation

Each Project MEAL client received a complete comprehensive
vocational evaluation at the Maricopa Skill Center. This evalua-
tion examined the client's vocational interests, aptitudes,
and potentials in a variety of are. , and makes recommendations
regarding the client's need for furth - training.

Residential Option

R&D Training Institutes operate a 44 unit apartment complex
which was used to provide a residential living option for Project
MEAL clients., This opcion makes it possible for Project clients
to practice the independent living skills that are needed to
function successfully without continuing to be dependent upon
their parents or other family members. It provides clients
with an opportunity to apply content of the independent living
{nstruction on a daily basis. Clients are taught how to shop
for their own food, prepare their own meals, do their own laundry,
and select and care for their own wardrobes. This option also
provides clients with experience in practicing human relations
' skills 1tequired for successful 1living with one or more other

young adults., : ’

Tutorial assistance

i
[ 53
y

Tutorial sérvices were provided for Project MEAL participants
on an as-needed Dbasis. Specific remediation was designed and
l provided for {ndividuals who were functioning at a level which
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might impede their ability to make a successful transition from
school to independent living and optimal employment.

Inftial Job Placement

Each Project MEAL <client was placed on a job as soon as
his or her performance in the core training program indicated

sufficient readiness. These entry-level placements provide
an important opportunity for <clients to practice skills that
are being taught in Project classrooms. Initial placements

included jobs in fast-food service, custodial services, nursing
homes, the hotel-resort {industry, airport security services,
and airlines food preparation kitchens.

Financial Planning

The 4income received by clients during their initial job
placement provided them with funds that in turn became the subject
of financial plauning assistance, which was available for each
client. This assistance included classroom instruction in budget-
ing, clothing selection, food selection and purchasing, savings,
etc. Each participating client met with the financial planning
instructor on a weekly basis to review his or her budget and
plan for the following week. A number of clients established
savings accounts and were. able to make significant progress
in moving toward financial independence.

Job Development

Development of a listing of possible jobs begins for the
clients as soon as they enter the core training program. Develop-
ment of this plan involves researching and making contacts with
a variety of employers who might have jobs that match the indivi-
dual client's interests and aptitudes.

Vocational Training

Each Project MEAL client was considered to be a candidate
for job specific skill training at the Maricopa Skill Training
Center. This center, a “ivision of Rio Salado Community College,
offers the following job skill training programs:

A. Auto body repair and paint (24 weeks)

B. Business/office specialized skills (26 weeks)

C. Communications installer technician, electronic trades
(12 to 16 weeks)

D. Cashier sales (15 weeks)

E. Electronics fabrication/wire harness assembly (15
weeks)
F. Food preparation and service (26 weeks)
G. Health occupations (12 to 40 weeks)
H. Home operations management educatfon (12 to 16 weeks)
10
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I. Machine trades precision sheet metal (16 weeks)
J. Meat cutting (26 weeks)

K. Mechanical maintenance (6-12 weeks)

L. Velding (26 weeks)

A member of the Project MEAL staff spent part of several
days each week with clients who were receiving training at the
Maricopa Skill Center. This time was devoted to momitoring
the progress of the clients who were emrolled in the vocational
training component. Clients who were not eligible for placement
at the Maricopa Skill Center were provided with other appropriate
training experiences, such as on-the-job training (oJT).

Long-Range Job Placement

Each Project participant's job placement was formally re-
viewed following completion of the core tralaing program, and
again after completion of vocational skill training. This review
focused on the possibility of upgrading the client's job placement
so that it would be commensurate with his or her advancing exper-
ience and level of preparation,

Job Tracking and Follow Up

Regular contact with the employers of Project MEAL clients
was an important part of the mode. Information gathered during
these contacts make is possible to make adjustments in the in-
structional program and to provide immediate job counseling
that helps facilitate the clients' continued employment and
periodic upgrades in their employment.

Each of the Project MEAL components and the effectiveness
of the model are discussed in the chapters which follow. This
discussion is offered as an aid to those who may want to replicate
this model or portions of it,

Participant Progress Through Project

The movement of a client through Project MEAL is shown
on the Participant Progress Chart which appears omn the following
page. This chart serves as a tool which c¢an be used to quickly
determine the point in the program th: ciient has reached and
the services that are currently needed or which will soon be
peeded.

11




TABLE 4

PARTICIPANT PROGRESS CHART

(j Client Referral 4:)

Y
Client Intake/
Screening

)

Is
Participant
Eligible
?

Iz
Assessment
Adequate
?

4

( Assessment

IETEP |
"~

2.1

Refer

To Appropriate
Resource

l

5.0
Core
Training

7.0
Employment

Related
Training

Is
Glient
Successfully
Transitioned

|
8.0
Employment
Short/Long

8.0
Independent
Living
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Chapter 3

Referral and Intake

Inquiries and referrals for possible admission to Project
MEAL came from a variety of cooperating agencies and individuals.
The first contact with R&D Training Institutes personnel was
usually 4in the form of a telephone call to the Program Director.
A record of this inquiry is entered on the Log of Prospective
Clients form that appears on the following page. The prospective

client was invited to visit the R&D Training Institutes and

an appointment for this visit was scheduled.

This visit made it possible for the Program Director to
meet the prospective client face to face:; It also provided
the prospective client with an opportunity to meet one or more
staff members and to become acquainted with the services and
training offered by Project MEAL: At this time the program
of services offered and what is expected of clients who partici-
pate in the project was explained in depth to the prospective
client and whoever may have accompanied him or her. The face
to face contact during this visit provided an opportunity for
answering whatever questions the client, parents or representa-
tives from the referring agency had. One of the most importanmnt
aspects of this initial faceg to face interview was the opportunity
to size up the srospective client and to informally assess the
person's 1level of motivation and readiness to develop the behav-
fors, attitudes and skills needed to make a successful transition
into sustained employment. ,

The pre-admission visit and interview also made it possible
for the Program Director or a designated staff member to gather
a basic history about the prospective client. Information about
the person's previous work history, other post high school
training and preparation program enrollments, legal involvemants,
interests and dislikes, attitude, hobbies, physical disabilities,
unusual behaviors and personality characteristics, responsiveness
to questions, mode of dress, grooming, etc., were gathered during
this visit. The Pre-Admission Interview form was completed
during and immediately following the initial interview. When
more than one interview was conducted, notes were added from
each additional pre~admission interview that followed.
|

At the end of the prospective client's initial visit to
the R&D Training Institute, the Program Director gave the client
a copy of his card that contains his telephone number and an
invitation to think about the program and his or her interest
in enrolling in {t. The prospective client was then asked to
call the Program Director back to 1let him know if he or she
would like to be considered for enrollment to Project MEAL.

The prospective client was asked to assume responsibility fer
making this call rather than having a parent or someone else
' .

13 ’
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A Pre-Admission Interview
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do ft. This act was viewed as an important first step in becoming
independent from omne's parents, It also served as a test of
the person's willingness to contribute to development of those
skills needed to become successfully employed,

The Program Director made follow-up calls to those prospec-
tive <clients who did aot <call back within 48 hours of their
visit to the R&D Training Institutes. The client's failure
to call back did not automatically eliminate him or her from
admission to the program.

The pre-admission 4interview was followed by the collection
and review of documentation of which described the prspective
client's handicap and justifies their enrollment 4{n Project
MEAL. Ideally, the project assessment team met and reviewed
this documentation prior to admission, Such a procedure worked
well when the prospective client was being referred by his or
her parents who brought this documentation along to the pre-
admission interview.

Each prospective client who was admitted to Project MEAL
was sent a copy of the admission letter which appears on the
following page. This letter, which informed clients about the
date of their admission to the core training program, was accom-
- panied by (1) a list of items such as bed linens and a toothbrush
that the client needed to have at the time of enrollment in
the core training program, and (2) a contract that listed the
fee schedule for training and housing costs. The contract was
forwarded to the sponsoring agencies sfich as vocational rehabili-
tation when they were paying for the client's training program.

Clients who did not qualify for enrollment for Project
MEAL were considered for enrollment 4in another R&D program,
Those who did not qualify for one of these programs were assisted
in Yinding appropriate services from another agency. The Referral
for Training or Services form was used by the Program Director
to document referral of clients to another agency for medical,
evaluation, skill training, etc, This couid occur at any time
during the client's enrollment in Project MEAL.




LIFE DEVELOPMENT INSTITUTE

A Division of Research and Development
Tralning Institutes. Inc.

Dear Jimes:

Congratulations! You have taken a strong first step in the on-going
journey to a successful life.

You have been accepted into the Life Development Institute of the
R&D Training Institutes, Inc. The session you will be in starts November
9, 1987. 1In the meantime, we bid you welcom2 in advance of your arrival.

Please be advised that check-in time will be from noon to 3:00 P.N.,

Sunday, November 8. Report to 1720 East Monte Vista, Apartment #120.

Following check-in, report to the Clubhouse (#110) by 4:00 P.M. We

will review all :hic Program and Residential Standards, Policies, Rules

and Regulations -« this is a mandatory meeting between the Chief Adminis-
trator and you. Parents are welcome and encouraged to attend. Do

let us know if you cannot meet this timelinme. Classes start promptly

at 9:00 A.M., Monday, November 9, 1987, ia Apartment #110.

Enclosed 1is .pertinent information regarding items that you need to
bring anéd suggested optional items you might elect to bring. Please
complete the enclosed "Emergency & Insurance Information" form and
bring with you. The enclosed '"Service Authorization and Contract"
needs to be reviewed and signed. Do advise 1f there are any questions
or revisions. “

The most important thing 1is that we develop a raprort with you that
will enable you to take the tools and techniques that we offer and
use them. In other words, we want you to have an opportumnity to exercise
your inherent right - that of being a successful independent adult!

Sincerely,

Robert Crawford
Program Director
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Program Director
R and D Training Institutes ' '
Life Dev2lopment Institute

REFERRAL FOR TRAINING OR SERVICES

**************************ﬁ****************?************************************
* *

*  NAME GROUP - DATE *

*******************ﬁ*************************;;*;;;**;*;************fﬁ******iw**

REFERRAL FOR

********w******************&****************************************************

* Medical " - Vocational Evaluation Skill Training :
* *

: Counseling Psychoeducational Eval Speech Therapy :
* Hearing Eval Vision Eval _. Psychiatric Eval & Therapy :
*

* (Other) *
* *
* (Other) *
******??TT?T************************************?******************x************

REFERRAL TO

********************************************************************************

* *
* 1. NAME OF PERSON OR AGENCY PHONE *
* *
* ADDRESS *
* *
* SERVICES TO START . SERVICES TO END *
* ) *
* ESTIMATED COST TO BE PAID BY *
* *
* 2. NAME OF PERSON OR AGENCY PHONE _ *
* *
* ADDRESS ok
* *
* SERVICES TO START SERVICES TO END *
* *
* ESTIMATED cOST TO BE PAID BY *
* *
* 3. NAME OF PERSON OR AGENCY PHONE *
* . *
* ADDRESS N
* — %
* SERVICES TO START SERVICES TO END *
* . *
* ESTIMATED COST TO BE PAID BY *
********************************************************************************

PERSON/S RESPONSIBLE FOR MONITORING DELIVERY OF THE ABOVE SERVICES

********************************************************************************

* 'y *
* 1. 2. 3. *
*****ﬁ**************************************************************************
Referral Authorized gy Date
>
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"Chapter 4
Assessment

Various types of assessment data were used to gain an under-
standing of each Project MEAL client. Reports of psychoeduca-
tional, psychiatric, medical and vocational evaluations provide
information that was needed to determine the eligibility of
prospective clients for enrollment in the project. Reports
from these evaluations also contaln information that were of
great value to program staff members during development of the
client's IETEP's.

Clients referred to Project MEAL by state vocational rehabil-
itation agencies usually had recent psychoeducational evaluations
and medical examinations. Ideally, copiles of reports from these
evaluations accompanied the referral forms when they were re-
ceived from vocational rehabilitation. When this happened,
it was possible for the project assessment team to review these
records prior to the prospective clients' admission to the pro-
ject. Referrals from other agencies or the prospective client-s
parents should also be accompanied by supporting documentation.
Those who hadn't had a recent physical examination were asked
to see their family physician and to have a copy of the report
forwarded to the R&D Training Institutes. Those who have not
had recent psychoeducational evaluations were'assisted in locating
a qualified examiner who could perform the needed assessment
and forward a report to the R&D Training Institutes,

The Assessment Team

Members of the project assessment team included the Program
Director, Senior Case Manager, and Ascessment Specialist, Thelir
responsibilities included reviewing each of the reports from
previous assessments and identification of areas in which addi-
tional assessment was needed., A key responsibility of the assess-
ment team was translation of professional jargon found in these
reports into language that could be readily understood by the
other project staff members. The Senior Case Manager prepared
a one to two page summary of all of the assessments for use
during IETEP conferences. These summaries were alsc of value
at other times during the project where staff members had a
need for a quick overview of the information about a client.

The Psychoeiucational Evaluation

Each client's psychoeducational evaluation should include
a comprehensive assessment using the following instruments:

Wechsler Adult Intelligence Scale - Revised (WAIS-R)
Peabody Individual Achievement Test, or
The Wide Range Achievement Test

*
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.For example, allergies that made it 4{inadvisable for clients

" Inventory (Brown and Cooper, 1983). The Learning Style Inventory

Use of the WAIS-R Computer Report (Nicholson, 1982) in
the analyses of some of the project clients' test scores proved
toc be a valuable source of additional diagnostic information.
This computer-based procedure produces an eight page diagnostic
report that contains information in addition to the usual psycho-
logical report, )

Additional assessments, including ones related to the pros-
pective client's emotional health should be scheduled where
clinical observations made during the psychoeductional evaluation
suggest these evaluations are needed. It is highly desirable
for the person who is evaluating the person's emotional health
to have a full understanding of the emotional development and
behavioral characteristics of learning dfsabled adults.

Medical Evaluation

Prospective clients should have comprehensive physical
examinations prior to their enrollment, Medical reports were
of particular importance in those cases where medical factors
suggested that certain jobs should be avoided by the client;

to work in certain environments and back problems that called
for positions that did not require lifting.

Project staff members need to know when clients are seizure
prone, when they have blood sugar problems and whenever other
health problems exist., Knowledge of this 4information helps
prepare staff membérs for health-related emergencies that may
occur Aduring their enrollment in R&D Training Institutes pro-
grams.

Learning Style Evaluation

Each Project MEAL participant completed the Learning Style

is a 45 f1tem instrument for use in determining a person's learning
style. The three categories assessed with the LSI are cognitive,

social and expressive preferences. These three categories are

subdi vided into nine areas:

1, Cognitive Style: The preferred mode of taking in
information.

(a) Auditory Languages Person learns from hearing
words--is capable of understanding and remember-
ing words or facts learned by hearing.

(b) <Visual Language: Person learns from seeing words
in books, on the board, and on charts. Remembers
and uses information better after reading it.

20
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Auditory Numerical: Person lcarns by hearing
numbers and oral axplanations--remembers phone
numbers locker numbers; works problems mentally.

Viaual Numerical: Person needs to aee numbers
in a book or on paper in order to work them--more
likely to understand and remember math facts
when they can be seen.

Tac-tile Concrete: Person learns best by exper-
ience--needs a combination of stisvuli--prefers
to handle, touch, and work with what is deing
learned. '

Social Styles Preference c¢i Llearner for working in
a group or alone;

(a) 1Individual Learner: Gets more work done, thinks
best and remembers more when working and learning
alone,

(b) Group Learnmert Strives to study with at least
one other person and wiil not get as much done
alone. Group interaction increases this person's
learning and iatet recognition of facts.

Expressive ,Style: Preferred method of giving out
information:t

(a) Oral Fxpressive: Can easily tell you what s/he
knows} ttalks fluently, comfortably; organizing
and putting thoughts on paper may be too slow
and tedious.

Written Expressive: Can write fluent essays
and answers on tests that show what s/he knows;}
thought are better organized on paper than when
stated orally.

The LSI can be adnministered in paper/pencil form and then
entered into a . computer for analysis, or can be ccmpleted by
reading the items on the computer screen. In each case a printout
is generated which shows the strength of the subject's preference
or dislike of having material presented or being required to
express oneself in the modes and social situations described
in each of the nine areas listed above. A learning style profile
for a learning disabled adult who has severe reading and handwrit-
ing disabilities appears on the following page. This printout
contains the profile, a description of each style and prescrip-
tive information regarding the client.,




LEARNING STYLES €' RT FOR John Sample
LEARNING STYLE LEAST LIKE MOST LIKE

VISUAL NUMERIC
AUDITORY LANGUAGE
AUDITORY NUMERIC
TACTILE CONCRETE
SOCIAL INDIVIDUAL
SOCIAL GROuP

NRAL EXPRESSTVENESS
WwRITTEN EXPRESSIVENESS=

***************************************

ko kkok ok ko hokok ok ko k ok ok ok k

********************;

hkdikkkkkhkkkkkk
***************************************
*********************************************

’ VISUAL LANGUAGE means that you learn language skills by sight, mainly by
reading.

VISUAL NUMERIC means that you do better with numbers when you see them written.

AUDITORY LANGUAGE means that you learn best by Jistening.

AUDITORY NUMERIC means you are better with numbers when you can hear them
spoken,

TACTILE CONCRETE means'you are a builder and learn best when you can touch what
you are studying.

SOCIAL INDIVIDUAL means you prefer to work on your own,

SOCIAL GROUP means you learn best by interacting with a group.

ORAL EXRESSIVENESS means how well you express yourself when you talk.

WRITTEN EXPRESSIVENESS means how well you express yourself in writing.

—-_.——_—_——_.—._.-._-——_._—_-__————--——__-———_—_--—_——_———_—_.—_.—— T e e = - o
-__-_—-_—--—---—-—.—--————---_—_-——_———---—_-—_--—_—_—_—-—--:..——_._———-'—"'—":—-—..-——_

PRESCRIPTIVE INFORMATION FOR John Sample

1. Use tapes, lecture, rote oral practice, or discussions to help student(s)
hear information to be learned.

2. Read and discuss problems aloud as they are being worked. Student(s)
will also benefit from discussions of problems and concepts

3. Student(s) will need to interact with others to review for tests.

4. Allow student(s) to present re€orts to class or on tape for credit.
ua

Demand a minimum (but high q ity) of written work. Evaluate more on
oral work than on written tests. :
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Career Ability Placement Survey

Each Project MEAL client completes six areas of the Career
Ability Placement Survey (CAPS) during the first week of their

enrollment in the Core Training Program. These subtests include
the following:

1. Mechanical Reasoning: Measures how well the client
understands basic mechanical principles and laws of
physics.

2, Spatial Relations: Measures how well the client can

visualize or think {in three dimensions and mentally
picture the positions of objects from a drawing or
pictare.

3. Verbal Reasoning: Measures how well the client can
reason with words and their facility for understanding
and using concepts expressed in words.

4, Numerical Ability: Measures how well the client can
reason with and use numbers and work with quantitative
materials and fdeas.

5. Language Usage: ‘Méasutes how well the client can
recognize and use stsndard English grammar, punctuatjon
and capitalization.

6. Word Knowledge: Measures how well the <client can
understand :‘the meaning and precise use of words.

Vocational Evaluation

Each Project MEAL client receiv.d a comprehensive vocational
evaluation at the Vocational Evaluation Unit at the Maricopa
Skills Center. A description of the instruments used and skills
assessed during this evaluation follow. An example of a voca-
tional evaluation report follows the drescription of vocational
evaluation 4instruments and skills 4included in this portion of
the assessment battery.

Other Evaluations

Clients who exhibit signs of difficulties in other areas
such as speech and hearing are referred for evaluations as needed.

23
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MARICOFA SKILL CENTER
VOCATIONAL EVALUATION CENTER
4118 East Wood
Fhoeni®, Arizona 85040
Fhone: 437-13350, ex.33

The Vocational Evaluation Center provides assessment services geared
to the student’'s individual needs. The evaluation center maintains a
low caseload in order to get to know people as individuals. Host °
evaluations are complcted in two consecutive days.

The Vocational Evaluation Center’'s expertise is matching people up
with Jjobs and/or post—secondary vocational programs available in the
Valley area (e.g., Maricopa Skill Center, local community colleges,
proprietary schools, etc.). Our emphasis is on work and training for
worlk. We concentrate on identifying the strengths, skills, and
talents an individual possesses and building on those. We also .
identify potential problem areas and counsel clients on how to either
overcome problems or avoid them by making a better job choice.

lle discuss both short and long range goals with students. Ule would
like to bhelp all of our clients find jobs they can do well and
enjoy. We provide the student with the information necessary to
begin the job and career decision—-making process. We work with
students in any year of school. .

Our philosophy is, based on common sense principles. UWe want to see
how & person can do when they work at their best. UWe want our
studente to understand what the scores on tests mean in terms of work
and training for work. We want the evaluation process to enhance a
person’'s self- image and help them began to sze themselves in a more
positive 1light, based on honest information. We want to provide our
clients with the tools necessary to make good choices. We want to
make several recommendations whenever possible to allow a person to
choose something they want to do. We want all of our clientcs to have
fun working with us.

'~ provide a free 1lunch at the Skill Center cafeteria and have bus
service available to the Northwest VYalley area for those students whe
desire it. We are willing to staff with parents individually
immediately after completing eva uation or at a time parents can
arrange with us. If you have any questions or would like to arrange
an individual tour of the Evaluation Center, feel free to contact us.




REFERENCE MANUAL

FOR

VOCATIONAL EVALUATION INSTRUMENTS

Thisz pamphlet is intended to be used as a reference when interpreting
evaluation repoarts from the Maricopa Skill Center. 1he description of the
instruments is not to be regarded as complete. For more detailed
orientation to a particular instrument, please contact Eill Gadzia at the
HMaricopa Skill Center.

INTEREST INVENTORIES

1. Career Occupational Freference System — COFS

This guide is designed to summarize and assist respondent in planning

a career. The first step is to define the kinds of work that the
client is interested in and then to compare the relative strengthe of
the clients interests in activities performed in &a great many

different occupations.

Approximate testing time: 1.5 hour

2. Career Assessment Inventory Frofile — CAIP
*
Coupr ised of vocational interest inventories which require Lthe
respondent to indicate like or dislike faor a wide range of
occupations, occupational activities, and school subjects. the

respondent ‘s  answers are usually computer analyzed for general overall
trends, for consistency in response to 22 basic interest areas, and
for the degree of similarity between the tested person’s responces,
and characteristic responses of men and women emploved in a wide range
of occupations. The results are sumned uwp in  a profile.
Additionally, measures of academic orientation and introversion cr
extroversion are provided.

Approximate testing time: 1.0 hour

F. Wide Range Interest—-Opinion Test — WRIQT

The WRIOT was designed to cover as many areas and levels of human
activitiy as possible. The activities are portrayed in pictures;
reading is not a factor. They include a wide gamut of work from
unskilled labor tlirough technicial occupations to preofessional and
managerial positions.

fpproximate testing time: 1.5 houwr

GIs is ar computerized source of occupational and educational
information. A computer printout can be provided to clients of up to
1,025 jobs.
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Vocational Evaluation Instruments
Page

1.

2

Ay

2
WORK FERSONALITY ASSESSMENT
16 FF (Fersonality Factors) Test Frofile

Designed to give the most complete coveraue of personality trai
possible in a brief time. The perspnality factors which @&
vocationally significant for each client are delineated.

Approximate testing time: 1 hour

ACADEMIC TESTS

ience Research Associates — SRA _Reading Inde:

A &O-item, multiple choice test that progresses through five levels
development: picture—waord association, word decoding, comprehensi
aof sentences., and comprehension of paragraphs. fhe items are orient
to adults. They employ eeveryday 1language with the vocabular
increasing from level to level.

Approximate testing time: 43 minutee

SEA Arithmetic Inde::

-

A S4-item, multiple choice answer test that progresses through fo
developmental skill levels: addition and subtraction of whol
numnbers, multiplication and division of whole numbers, basi
operations involving fractions, and basis operations involvir
decimals and percents.

Approximate testing time: 45 minutes

Gates-MacGinitie Reading Test {(Forms D, E. and F)

Frovides grade level measures of reading ability in:

a. Vocabulary
b. Comprehension

Approximate testing time: 1 hour

The Adult Basic Learning Exam — ABLE

Yields grade-level cscores in the areas of reading comptrehension
vocabulary, spelling, and arithmetic.

Approrimate testing time: 2 1/2 hours

26-
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ACADEMIC TESTS (Contd)

——

Jide Range Achievement Test of Reading — WRAT

Frovides garade-level scores in reading.
fipproximate testing time: 20 minutes

Wide Range Achievement Test of Arithmetic — WRAT

Frovides a grade—level score in arithmetical ability.

Approrimate testing time: 30 minutes

Wide Range Achievement Test of Spelling - WRAT

Frovides a grade—level score for spelling.

Approximate testing time: IO minutes

SENSORY SCREENING

Titmus Vision Test

Tests near and distant*vicsual acuity, s?ereoscopic depth perception,
color perception, and vertical and lateral muscular balance. Results
compared aginst standards for various trades.

Approximate testing time: 30 minutes

Heltone Hearing Test

Screening test to identify those who may have hearing probleﬁs.

Approximate testing time: IO minutes

SFECIFIC AFTITUDES

Cashier Sales Test — CST

Designed to measure a person’'s ability to perform mathematical
computations of the kind commonly encountered in cashiering trades.
It includes unit—-pricing problemsnumerical comparison, addition, and
subtration problems (change-making). Results expressed as percentage.

Approximate testing time: 20 minutes

Bennett Mechanical Comprehension Test

Measures a person’e ability to understand the principles involved in
the operation and repair of complex machinery.

Approximate testing time: 40 minutes




Vocational Evaluation Instruments

Fage 4
. SPECIFIC AFPTITUDES (Contd)
.3.  Standard Progressive Matrices — Raven
Desianed to measure logical reasoning potential and 1learning
aptitude. The instrument is completely nonverbal. The uger is

required to follow a pattern progression to its logical conclusion.
Appro:itimate testing time: 1.5 hour

Revised Minnesota FPaper Form Board Test

Assesses & person’s perceptual ability to learn to work with material
illustrated by diagrams. It is correlated with success in mechanical
occupations.

Approximate testing time: 45 aminutes

Career Abhility Flacement Survey Spatial Felations — CAPS-SR

Assesses a person’s aptitude for being able to visualize the three
dementionalize aspects of forms and space.

Approximate- testing time: 30 minutes

DEXTERITY TESTS

Furdue Fegboard Test

A test of Fingertip deuterity, designed teo aid in the selectiaon of
employees for industrial Jjobs, such as assembly, packing, operation
of certain machines, and pother manual jobs. :

Five separate scores can be obtained with the FPurdue Fegboard:

a. Right Hand

bb. Left Hand

c. Both Hands

d. Right + Left + Roth Hands
e. Assembly

Approximate testing bkime: 30 minutes

s e e e e 5 i e e e e po

Designed to measure fine eye—hand coordination. Performance on the
Crawford is expected to be relalted to success in such jobs as wiring
intricate devices, radio tube manufacture, engraving and etching, and
the assembly and adijustment of wmeters, clocks, watches, office
machines, and other instruments.

Approximate tesiing time: 20 minutes
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- Vocational Evaluation Instruments

Page 3
DEXTERITY TESTS (Contd)
3. Hinnesota Rate of Manipuwlation Test
Frovides a measure of hand-rate manipulation (placing), and
finger-rate manipulation (turning). It can be used as an aid in

selecting workers for jobs which reqire accuracy and speed of arm and
hand movement.

Approximate testing time: 20 minutes

Bennett Hand-Tool benterity Test

Constructed to provide a measurz2 of proficiency in using ordinary
mechanic’s tools. This type of skill is important in many different
factory Jjobs, in industrial apprentice training, and the servicing of
home, office, farm, and automobile eqguipment.

Approximate testing time: 20 minutes

WORI SAMPLES

Valpatr Component Worlk Sample #1 - Small Tools (PMlechanical)

VEWS 41 measuresa persd%'s understanding of, and ability to, work
with small tools. The design of the sample forces the client to work
in difficult physical positions, -using his fingers and hands in a
very small space - the actual work often blocked from the client’'s
vision. :

Approximate testing time 2 1/2 hours

Valpar Component Work Sample #2 — Sire Discrimination

VCHWS #2 measuwres a person’s ability to perform work tasks requiring
visual size discrimination.

fipproximate testing time: 15 minutes

Valpar Component Work Sample #3 ~ Numerical Sorting

VKIS #3 measures a percon’s ability to perform tasks requiring the
use of numbers and numerical series.

Approximate testing time: 20 minutes
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WORK SAMFLES (Contd) ' %

4. Valpar_Component Work Sample #4 - Upper Extremity Range of Hotion *‘,

vews #4  measures a Perrson’s  upper stremity range  of motion, | §
including the shoul der,

upper arm, forearm, elbow, wrist, and hand. g
designed to give the evaluator an actuwrial level b
of the client’'s performance, and to provide the evaluator with

insight into such related factors as neck and back fatigue, finger I

doesterity and finger tactile sense. These individual motions and -3
related factors should not be meas

The work sample is

wred independently. They need to -

be measuwred and evaluated as they relate to the entire upper §§

extremity range of motion of the individual in a work stress kg

situation. \Q

4

Approximate testing time: 1 hour 13

8

Valpar Component Worik Sample #5 - Clerical Compreﬂgggigg_gnd Aptitude “%

VCHS #5 measures a Person’‘s ability to perform entry-level clerical 4
tasks. The work sample was designed to be administered to
individuals with 1little or noclerical 2nperience. Incorporated

within thisg wor k sample is a

typing aptitude, bookkeeping, %ﬁ.
alphabetical filing, ‘mail sarting, X

and telephone ansuwering test,

. - Pk
Approximate.testing time: 3 1/2 hours § :

Yalpar Component ol Sample #58 -

Bookkeeping

VWS #5E measures a person ‘s abilit

Yy to learn and perform entry—-level gy
bookkeeping tasks. e N
Approximate testing time: 1 1/2 hour
¥Yalpar Ceomponent_Work Sample #6 - Independent Fraobl em_Solving

VOWS 46 measures a Person’s ability to perform work tasks requiring };i?
the visual comparison  and proper selection of a series of abstract j"ﬁ
designs. The purpose of the gample is to give a measure of a peR:

person’s basic independent prablem-solving ability. 2
. . . Y
Approximate testing time: 1/2 hour ey
.
Yalpar Companent Work Sample #7 — Multi-Level Sorting %
S
P L . . s Gag
Measures a person’s ability to make decisions while performing work L
tazks requiring physical manipulation and visual discrimination of e
. . - 1y
coluores, color-numbers, color-letters, ang a combination of gi
Color-letter-numbers. The work sample permits the evaluator to L
establish a distinct level of individual decision-making ability., pj
£
Approximate testing - time: 1/2 hour 53
34
C
! V28
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WORK SAMFLES (Cohtd)

?. VYalpar Component bor k

Sample #8 - Simul ated Assembly

Measures a Person’s  ahility to
repetitive physical manipul ation
use  of the upper extremities,
conveyor—-assambly jobs  in
workers on the assembly line.

Approximate testing time: 1/2 hour

10. VYalpar Component Work Sample #9 -~ Hhole EBody Range of Motion

VEWS  #9? measures the
the trunk, arms, hands, legs, and
functional ability to perfornm job tasks.

Approximate testing time: 1 hour

11. gglggm;ggmggggnt Work Sample #10 — Tri-tLevel Measurement

VCUS  #10 measures a person ‘s
Precise inspection and measurement tasks.
designed so  that the client is forced to make decisions which

increase in  level of difficulty, in order to determine i specially
lathed, machined parts fit specific tolerances.

Approsimate testing time: 1 1/2 hours

12. Valpar Component Work Sample #ii — Eye-Hand-Foot Coordination

VCWS  #11  measures a pPers
feet simultaneously and in a coordinated manner-,

on's ability to use his/her eyes, hands, and

Approsimate testing time: 1/2 hour

13. Valpar Component Wark Sample #12 - Electronic Soldering % Inspection

VCWS #12 measures a person’s ability to acquire and apply the bas=sic
skills necessary to perform soldering and inspection tasks at varying
levels of difficulty. The work sample was desigrned to apply itsel+f
to entry-level worker requirements in various industries.

Approximate testing time: 2 hours

e

14, Ginger Vacational Evaluation Systems #15 ~ lMedical

Service

Designed to measure finger and manual dexterity, and ability to
follow  verbal instructions; basic reading and writting ability;
simple arithmetics reading a scale (thermouneter), and elapsed time
(sweep second hand on a watch); -and, ability to follow instructions,

Appro:ximate testing time: 3 hours

Qs
e

work at an assembly taslh requiring
and evaluates a Rerson's bilateral
The work sample is characteristic of
which material moves toward and away from

agility of a Person ‘s gross body movements of
fingers as they relate to the

ability to perforam Very simple to very
The work sample ig
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WORK SAMFLES (Contd)

Situation al_Assessn nent

8ituatienal assesement  is utilized to

elperience in any of {the braininq

Skill Center. Situational
. day or more than one day.

allow a client firast-hand
programs available at Maricopa
assessment can be arranged for part of a

Any further vork samples which are utilized

will be described inp the
final report of the evaluation.




MARICOPA COMMUNITY COLLEGE DISTRICT
MARICOPA SKILL CENTER
PHOENIX, ARIZONA

TO: Isebelle Romero, Project Director - Project Work Transition
FROM: Bill Gadzia

DATE: November 5, 1986

SUBJECT: Jane Doe, Ade 29

Period of Evaluation: November 1 & 2, 1986

YOCATIONAL EVALUATION BEPORT '

YULAL AN N L e

REASON FOR REFERRAL

Aos an aid in career plenning, Jane was referred to the Evaluation Center
for an assessment of her vocational interests, skills, and aptitudes.

BACKGROUND INFORMATION

Marital Status: Divorced

Dependents: Self and three children, age 6, 4, and 1
Transportation: Valid driver’s license, has own car
Highest Grade Completed: 1gth drade .

Physical Restrictions: Mone listed

Medication: v, None listed

Hobbies: Hatch movies, listen to music
Employment History: Fast food work

Present Skills: None' listed

Stated Interests: - "Not sure"”

INTERESTS

In order to get a quick jdea of Jane’s vocational interests, the Wide
Rande Interest Opinion Test (WRIOT) was administered, a copy of whick is
enclosed for your use. On the WRIOT, Jane’s highest interests were in
drama, sales, and social service, but she also had interests in machine
operation, and physical science.

On the attitudinal scales, her high sedentariness score suggests that she
would be comfortable in a work situation where she had to sit or stay in
the same place throughout much of the workday; her low score in risk
indicates a disliking for risky or dangerous job activities; her ambition

score suddests she did not view the pictured activities as opportunities
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to improve her status or income; and her high negative bias score
indicates that she knows the things she does not want to do.

In order to provide an additional measure of Jane’s vocational interests,
the Career Occupational Preference System {COPS) was administered,
Selected pages of the COPS have been enclosed for your use and the
original test booklet was given to Jane. On the COPS, Jane’s highest
interests were in clerical, skilled business, consumer economics, and
skilled service.

Of the occupations listed on the COPS, Jane indicated most interest ip
cashier, credit clerk, telephone operator, general office clerk, customer
service specialist, dress maker, embroidery machine operator, airplane$
flignt attendent, and teacher aide.

TEST PERFORMANCES

1. Standard Progressive Matrices Test - RAVEN
Measures logical reasoning potential.

Performance: 45th percentile

2. Gates MacGinitie Reading Test .
Provides grade level scores in vocabulary and reading comprehension.

Level D: Vocabulary 8.3 grade level
Comprehension 7.6 grade level

3. HWide Range Achievement Arithmetic ?ggt —~ WRATM
Provides a grade level score in arithmetic.

Level 1I: 5.3 grade level
4. Revised Minnesota Paper Form Board Test

Assesses a person’s ability to recognize readily the spatial““'
relationships involved in determining a whole when €iven its parts. 3

Timed Performance: 40th percentile

5. Crawford Small Parts Dexterit Test J
Measure’s fine-finger dexterity and hand-eye coordination, using small E;,

parts and small tools. 3
Pin & Collar: 60th percentile
Screw Test: 40th percentile
r~
3k
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6. Minnesota Rate of Manipulation Test
Measures hand-rate manipulation {placing), and finger-rate

manipulation (turning).

Placing: ’ 75th percentile )
Turning: 75th pergentile

7. Valpar Component Work Semple #8 - Simuylated Assembly
Measures ability to work at an assembly task requiring repetitive
physical manipulation and bilateral use of the upper extremities.

Performance: 45th percentile

8. Valpar Component Hork Sample #6 -~ Independent Problem Salving

Measures ability to perform work tasks Fequiring the visual comparison
and proper selection of a series of abstract designs.

Time: i5th percentile

Accuracy! 40th percentile

Performance: 7th percentile

Trial: 2

Time: 40th percentile
, Accuracy: 75th percentile

Performance: - 48th percentile

9. Titmus Vision Test
Tests near and distant visual acuity, stereoscopic depth perception,
color perception, and vertical end lateral muscular balance. Results
are compared egainst standards for various trades. Jane’s vision does

not meet guidelines for many different occupations.

i@. Valpar Comgoneﬂt hogk Sample #7 - Multi-lLevel Sorting
Measures a person's ability to perform work tasks requiring visual

discrimination of colors, ' color-numbers, color-letters, and a
combination of color-letter-numbers.

Time: 25th percentile
Accuracy: 90th percentile
Performance: 57th percentile

. ANALYSIS OF TEST PERFORMANCES

* Jane's pe;forﬁ;dce on the Standard Progressive Matrices Test (RAVEN),
- suggests” that she should learn new material without great difficulty. Her
scores also ‘sugdests that she should be able to reason her way logically

.-~ through prcblems encountered in training or on the Jjob.

Jane's reading skills, as measured by the Gates MacGinitie Reading Test
(GATES), are adequate to learn by working fairly extensively with written
materials, as long as the terminology is not of a constantly changing
nature. For training in areas such as nursing assistant, hospitality,
automotive tune-up and repair, motorcycle repair, or cable TV technician,
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it is recommended that she remediate her reading skills, at least
concurrent with training, to increase her chances of both completing
training and progressing upwards from an entry-level Jjob placement.

Jane’s math skills, as measured by the Wide Range Achievement Test (WRAT),

) indicate “hat she is presently uncomfortable when working with fractions,

v She will have to learn the fractions in training necessary for successful
job deveilopment 1in cashier sales, automotive tune-up and repair, weidingd,

food sasrvice and preparation, nursing assistant, bookkeeping, or
hospitr.iity, at ‘'least during training. However, this should not be an

. insuruountable difficulty..

Jane’s performance on the Revised Minnescta Paper Form Board Test sudgests
that she will 1likely encounter some difficuities in working with wiring
diagrams, blueprints, endine diagrams, anatomy charts, or other
diacrammatically illustrated material which would be encountered in
several different areas of training or work. With practice involving the
materials utilized in a particular training program, she will likely be
able to improve her abilities at working with such material to an
acceptable 1level of functioning for Jjob development. However, for work in
an area where the material will vary greatly from day to day, such as the
blueprints used in machine shops or in welding, difficulties in working
with material of this type may cause some restriction in rising upwards
from an entry-level Jjob placement.

Jane's bette: than average performance on the pin and collar section of
the Crawford Small Parts Dexterity Test indicates that she has the
aptitude to work comfortably with tasks which require fine-~finger or
fingertip dexterity skills. Her lower sperformance on the other section of
the Crawford suggests that she will require practice at some tasks before
learning to work as quickly as she is capable, when utilizing parts or
tools with which she is not already familiar.

Jane’s performance< 2on both sections of the Minnesota Rate of Manipulation
Test suggest that she has the aptitude to perform dexterity related tasks,
which require that she utilize objects which can be grasped in her
finders, much better than most people.

Jane's performance on VCHWHS #8, Simulated .ssembly, suddests about an
average aptitude for performing routine repetitive tasks for fairly
extended time periods. Additionally, her mental attitude upon completion
of this twenty minute, standing work sample, was positive. She said that
it would have been ©possible to continue the tusk for an hour, and she
would be willing to perform such a task for up to four hours a day, on the
Jjob.

Jane’'s accuracy score on VCHS #6, Independent Problem Salving, sugdests
that she should not require more supervision than most+ trainees or workers
when learnind new, multi-step tasks. Jane’s scorc also suggests that she
has the aptitude to work about as well as mos:t people, in learning new

procedures through a combination of oral directions and “hands-on"
practice. Jane’s lower than average time score on VCHS #56 suggests that
she will likely require practice at decision-making tasks, before learning)y
to work as quickly as she is capable. This low time score may

40
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jndicate that én extra effort was made to double che
mistakes. .

ck the work to avoid

Jane’s jmprovement in accuracy on the readministration of VCWS #6
jndicates that she has the ability to learn from her mistakes and
constructive criticism, and to improve performances on decision-making
tasks with practice, such as would be inherent in most vocational training
programs. Jane’s inprovement in the speed in which she performed this
task indicates that she would likely benefit from the practice available
jn a vocational training program to learn to perform decision making tasks

quicker.

Jane’s vision, as measured by the Titmus Vision Test, did not meet
training or industry guidelines. It is highly recommended that she be
given an optical examination prior to training or work to insure that she

encounters no insurmountable difficulties.

on VCWs #7, Multi-Level Sortind, suggests an ability

decision-making tasks accurately. Her low time score
slowly, probably to avoid

Jane’s performance
to perform basic
sugdests that she prefers to work somewhat

errors.

PERSONALITY TRAITS, WORK HABITS % GENERAL OBSERVATIONS

In order to provide a comprehensive characterization of Jane’s significant
personality traits, the 16 PF (Personality Factors) was administered. An
analysis of her responses to this peaper and pencil activity revesals that
she sees herself as tending to be humble, mild, accomodating, and somewhat
docile; sensitive, tender-minded, and artistic; and conservative,
cautious, and inclined to go along with tradition, but also sees

herself
as tending to Dbe easily upset, affected by feelinds, and somewhat low in

shy, and restrained; forthright,

frustration tolerance; timid,
unpretentious, and -unsophisticated; and tense, restless, fretful, and
driven.

on time for both days of evaluation, and was appropriately

Jane appeared
She was able to form a comfortable working

dress =d and. droomed.
relationship with the evaluator and demonstrated adequate communication

skills in both her speech and listening ability. She performed‘everything
that was requested, concentrated vwell, seemed satisfied when she
completed, and was always interested in her performance ?esults.

Jane was able to follow & multi-step procedure jmmediately, and could
- 2ign priorities s9 that she worked in en orderly, patterned, systematic

On activities that required decision-making, she seemed to prefer
ffort to avoid errors. Her work

wanner.
to work deliberately, probably in an e

consistently met or excee

ded the expectations of the evaluator.




CREPSE

Doe
Page 6

SUMMARY AND RECOMMENDATIONS

For training or work, Jare’s vocational assets consist of:

1. About average logical reasoning ability,

2. adequate reading skills to learn by working fairly extensively with
written materials,

3. an aptitude to work more comfortably than most people when using small
parts and tools with which she is already familiar,

4. much better than average dexterity aptitudes when working with itenms
wvhich can be grasped with the fingers,

5. about average aptitude for performing routine repetitive tasks for
fairly extended time periods,

6. a willindgness to perform basic assembly tasks for very extended time
pPeriads,

7. an aptitude to work about as accurately as most people when learning
new, fairly complicated, decisinn-making ‘tasks,

8. an ability to learn from her mistakes and accept constructive
criticism, in learning new, fairly complicated, decision-making tasks,

9. an ability to improve the speed with which she performs independent, §
decision-making tasks with practice’ .

18. an ability to perform basic decision-making tasks in an accurate
manner, and

11. a tendency to see herself -as being humble, mild, accomodating, and
somewhat docile; sensitive, tender-minded, and artistic; and
conservative, cautious, and inclined to go along with tradition.

For training or work, Jane possesses the following vocational limitations:

1. Math skills which do not include a present ability to work with
fractions,

2. a probable requirement of practice at working with materijal
illustrated by diagrams in order to learn to work both quickly and
accurately, .

3. a probable requirement of practice before working comfortably with
parts or tools with which she is not already familiar,
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4. a tendency +to perform decision-making tasks slowly, rossibly to avoid
errors,

5. wvision which does not meet training standards, and

6. a tendency to see herself as being easily upset, affected by feelings,
and somewhat low in frustration tolerance; timid, shy, and restrained;

forthright, unpretentious, and unsophisticated; and tense, restless,
fretful, and driven.

In 1light of the foregoing, Jane could be recommended for training in the
following programs: cashier, food preparation, data entry operator,
receptionist, or hotel desk clerk.

If immediate job development is deemed a more desirable vocational goal
than training for Jane at the present time, she might be immediately
job-developed as a sewinrg machine operator, teacher’s aide (primary
school), pre-school teacher’s aide, or answering service operator.

Biil Gadzia
Vocational Evaluation Coordinator

/3k

Enclosures: Copy of WRIOT, COPS
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The Project MEAL Curriculum
And Instructional Program

Six areas of emphasis were included in the Project MEAL
curriculum. These areas included the following:

Area 1, Grooming and Attire ]
Area 2, Personal and Social Development

Area 3., Finencial Planning and Transportation
Area 4§, Practical Law

Atrea 5, Independent Living Skills
Area 6. Job Training and Placement

The 41 competencies included in the Core Training Program
are shov'n on the following pages., This form was used as part
of th. pre-assessment for newly enrolled project clients. It
was8 us.1 periodically during their enrollment in the program

to assess the clients' progress in mastering these competencies
as they moved through the project.
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LIFE DEVELORMENT INSTITUTE

CORE TRAINING FROGRAM COMPRETENCIES

P4l -2 _F N5 854

l I. Health, Gro-oming'and Attire 1.0 -
I11. Personal and Scocial Rdjustment 5.0 —
I11I. Financial/Transportation 14.0 -
iv. Practical Law 24.0 -
V. Home and Community Living 26.@ -

VI. Job Development and Job Placement 32.0 -
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PAFullToxt Provided by ERIC

LIrr DEVELOPHENT INSTITUTE
Core Training Program Cowmpetencies
Competeucy Reting Scale

Client Name Date of Birth Sex

City State

Directions:t Please rate the client accordins to his/her mastery of each item using the rating
key below. Indicate the ratinga 1o the coluamn below the date for the rating perlod. Use the
NR rating for 1items which canno be rated. For subcompetencies rated 0 or 1 at the time of the
filnal rating, place a check (¥) in the appropriate space ip the yes column to indicate his/her
ability to perform the aubcompetency with assiatance from the community.

Rating Key: 0 - Not Competent 1 - Partially Competent 2 - Competent NR - Not Rated

To what extent has the client mastered the following aubcompetencies:

Rater(s)
Subcompetencies
Date(s)
L. HEALTH, GROOHING AND ATTIRE
Yes
1.0 Caring for Personal Needs -
1.1 Exhibit proper grooming and hyglene —_— —_— —_— - —
1.2 Demonstrate kmowledge of physical fitpness,
nutrition and weight control — —_— — —_— —
1.3 Demonstrate knowledge of common illness
prevention .and treatment —_— — —_— — . —-—
2.0 Buying and Preparing Food
2.1 Demonstrate appropriate eating skills —_ —_— — —_— —_—
2.2 Plan balanced meals —_ —_— S — I
2,3 Purchase food - - —_ — —
2.4 Store food — —_— — -_— -_—
2.5 Prepare meals — J— —_— —_— -_—
2,6 Clesan food preparation area —_— —_ — ——— —_—
3.0 Caring for Clothing
3.1 Wash clothing — S —_— —_— —
3,2 Iron and store clothing —_— —_— —_— —_— —
3.3 Perform simple mending — —_ —_— — —_
3.4 Purchase clothing — — —_ _— —_—

(Rev. 7/23/87) 42 46




Rater(s)
Subcompetencies
Date(s)
Yes
4.0 Time Msnagement
4.1 Know personsl time needs — — —_— —_— _
4.2 Schedule days, weeks, months — — -— —_ —_
II. PERSONAL AND SOCIAL AUJUSTMENT
5.0 Achicvmg Self Ausreness
5.1 Identify interests snd abilities —— —_— — —_— —_—
5.2 Identify neads vs. wants —_— — —_— — -
5.3 Understsnd physical/emotional gelf —_ —_ —_— —_— -
6.0 Acquirivz Self Confidence
6.1 Express feelings of worth — —_— —_— — —_
6.2 Tell how others gee him/her - - -
6.3 Accept praise — - —
6.4 Accept criticisnm .
6.5 Develop confidence in self _— — - —_ —
7.0 Be sble to Communicate with Others i
7.1 Show ability to express oneself — —_— -
7.2 Determine appropriste expressions allowsble
by employers, and scceptsble to self snd others —_— — —_— —_— —
8.0 Comwmunicsting Adequately wWith Others
8.1 Recognize @Rergency situations and knoy
appropriate sction to tske —
8.2 Spesk adequately for understanding ) —_—
8.3 Understsnd the subtleties of communicstion — — —_— — —_—
9.0 Mainteining Good Interpersonal Relstionships .
9.1 Know how to listen snd respond o —
9.2 Know how to mske snd msintsin friendships — —_— —_— —_— —
10.0 Achieving Socislly Responsible Behsvior
10.1 Know character trsits needed for acceptance —_— —_— —_— —_— —
10.2 Know proper bshavior in public — — —_— — ——
10.3 Develop respect for the rights and properties
of others —_— — —_— - .
10.4 Recognize suthority snd follow instructions

(R.V' 7/23/87)
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Rater(s)

Subcompetenciea
Date(s)

Yes
.11.0 Achieving Problem Solving Skills

11,1 Underatand the need for goala

11.2 Develop alternativea

12.0 Achieving Independence

12.1 Demonstratea aelf organization skills .
12.3 Develop goal achieving behavior —

13.0 Cope With Stresa and Pressure

13.1 Identify and evaluate stress cnuslné aspects
13.2 Understard how streas affects Belf both
poaitively and negatively _ — — — —

13.3 Investigate ways to reduce stress by
asaertion and relaxction techniques —

111. FINANCIAL/TRANSPORTATION

14.0 Flgure Costs and Hake Change
14.1 Add and subtract sums of money -

14.2 Make change using silve: coin and paper

14.3 Use a calculator

14.4 Calculate sales tax, finance charges
and gratuities (1if applicable) e

15.0 Know How to Open and Maintain Checking
Accounts

15.1 Locata banks or other financial
{nstitutions covenient for frequent

15.2 Obtain information from banks and
other financial institutions as to
type of personal checking account
available, including information of
benefits and service charges —_— —_ - _— -

15.3 Select institution with type of account
that best meets personal needs — —_— —_— —_— —

15.4 Know how to apply for checking account -

11.3 Anticipate consequences . — —_— —_— —_— —

12.1 Underatand the impact of behavior on others —_— — _— —_ S

of life -

money — —_

use —_— —_— —_— — —

15.5 Write out 8 check correvtly _

Q 7723/87)
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Rater(a)

Subcompetenciea
Date(a)

Q
FRIC (rev. 7/23787)

Aruitoxt provided by Eic:

16.0

17.0

18,0

19,0

15.6 Keep accurate record of finencial
tranaactiona

15,7 Balance checkbook regularly

Budget for Monthly Expenditure

16,1 Determine how to keep expenditurea
within ¢ manageable margin

16.2 Demonatrate ability to write &
working budget

16.3 Allow for unexpected 2xpenaes
16.4 Underatand payroll deductiona

1dentify typea of Savinga

17.1 Diatinguish between ahort-range
and losg-range aevings goala

17.2 Obtain information on amount of
{ntereat acquired by different eavinga

17.3 Shop around for type of savinga that
best meet one'as needa, i.e, certifi-
cates of depoait, savinga accounts at
different types of inatitutiona, etc.

17.4 Diatinguish between savings and inveatmenta

Determine Buya Neceaaary for Maintenance

of Living

18,1 Liat out baaic needa and ftema
neceaaary to maintain atyle of 1iving

18,2 Determine which needs are fomediate,
in terma of buying or repair, and
which can be poatpozued

18,3 Analyze needa and wants for long-range
planning of purchaaea

18.4 Know to take advantage of seasonal
apecial salea and diacount coupons

18.% Know how to do compariason shopping

Know the Relationahip Between Coat and Quality

19,1 Know what elementa (coat of material,
labor, advertiaing, quality of work, etc.)
go into making up the coat of an item

19.2 Underatand the relationahip between
quality and durability.

|
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Rater(s)

Subcompetencies
Dete(s)

20.0 Keep Accurate Records for Tax Purposes

20.1 Xnow and understand the requirement for
filing income tax returns .

20.2 Keep receipts of medical and other
deductible expenses .

20.3 Know how to contact IRS for information
on legal deductions

f Using Private or Hass

21,0 Calculate Cost o
or Getting to and From Work

Transit System

21.1 Calculate cost of using personal car
for getting to work, fncluding gasoline,
repair, maintenance eéxpénses, payaents
and insurance )

21.2 Cslculate cost of getting to wQrk using
local public transportation

21.3 Compare costs of getting to work by
personal car, car pool, and local
public transportstion

22.0 Decide snd Select Credit Accounts for
Personel Use

22.% Decide advantages and disadvantages of
charging goods or services vs, paying

cash

22.2 Xnow how to apply for charge account or
credit caré based on need «nd intended

22.3 Know how to keep records of charze
transactions

22.4 Know how to maintain good credit

22.5 Determine when cancelling charge
or credit card is advantageous

23.0 GCetting Around the Community (Mobility)

23.1 Demonstrate knowledge of traffic rules
and safety practices

23.2 Demonstrate knowledge of directional
orientation within the community

23.3 Use meps and bus schedules to plan
trips within the community

Yes

Q
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6
Rater(s)
Subcompetencies
Date(s)
Iv. PRACTICAL LAW Yes
24.0 Knowing Abou: Law and the Legal Systenm
24.1 Understand basics about law, kinds
of laws, who makes laws — — — —_—
24.2 Knowlsdge of settling disputes ouside
of court —_— —_— —_ —-—
24.3 Understand constitutional rights and
protection under the law
24.4 Understand registration and voting
procsdurse —_—
24.5 Understand Selsctive Service procedures
25.0 Knowing About Consumer Law
25.1 Knowledge of how laws protsct the
consumer —
25.2 Understand contracts, warrantiss,
unsafe or dangerous products —_ - —-— —
25.3 Understand deceptivs sales practicss — —_— —_— —
25.4 Understand default and collection
practices
V. HCHE AND COMMUNITY LIVING
26.0 Selecting, Managing, and Haintaining a Houme
Know how to; -
26.1 Select adequats housing
26.2 Maintain a home
26.3 Use basic appliances and tools
26.4 Meintain home exterior
26.5 Know principals of infestation
(pest) control —_— _— — —
27.0 Knowing About Housing
27.1 Chooeing a place to live —
27.2 Undsrstand rights and duties of
landlords and tenants .
27.3 Understand potential landlord-tenant
problens
. (24
(Rev. 7/23/87) 474
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Ratar(s)
Subcompatancias
Data(s)
28.0 Cara and Upkaap of tha Homa fes
28.1 Kitchan {98 clean — —_— —_— —_— R

28.2 Baths ars claan

7 5
m
-

28.3 Living room is clean
28.4 Badroom(s) ara claan —_ S R — .
28.5 Extarior patios ars clean
28.6 Garbaga/trash proparly disposad . -

29.0 Safaty in tha Home

29.1 Knows how to raspond o fire drill . —_ - —_— —
29.2 Knows how to put out graass fire —_— - - . _
29.3 Claans up spills on floors * —_ —_— — - .
29.4 Knows simpla first aid . ‘ —_ = | — — | —

29.5 Knows amargancy procaduxas, such as
knows 911 phona numbar;’ knows addrass
and apartmsent numbar R E— —_— —_— —_— —_—

30.0 Community/Social Participation

30.1 Participatas {n ralavant LDI community
meetings

30.2 Participatas 4n LDI social/racraational
activities —_— —_— —_— —_ —_—

30.3 Haintains good ralationships with room-
natas and naighbors

30.4 Majntains cleanlinass of common araas — —_— —

31,0 Utilizing Racraation and Laisura

31,1 Particpate actively in planned off~sita
group activitiae ' — —_— — — —

31.2 Know activitias and availabdle cosmunity
rasourcas —_— —_— R —_— ] ——

31.3 Plan and choosa activitiss wisaly . _ - ___

vi. JoB DEVELOPMERT AND JOB PLACEMENT

32.0 Damonstratas Poaitiva Hork Attituda

32.1 Accapts and utilizas conatructiva
criticism and instruction ___ _

32.2 Haintains good attendanca and
punctuality — —_— — —_— —

O . 7723/87) .
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33.0

34.0

35.0

36.0

37.0

8
Reter{s)
Subcompatencies
Date(s)
Yes
32,3 Continues working without supervision — —_—

32.4 Accepts personel responsiblity end com-
mitments end interections

Comprehands Duties end Responsibilities

33.1 Demonstrates effective, gosl-orianted
motivetion

33,2 Knows end utilizes eppropriete chein
of commend

33.3 Knows end obeys rules

Follows Sefaty end Hee lth Rules end Sociel
Norms

34.1 Obeys sefety rules end reguletions

34,2 Prectices eccepteble personsl hygiene
for work environment

Acts Indepandently

35,1 Completes work essignments on time

35.2 Demonstretes initistive

35,3 Demonstrates problem-solving ebility
35.4 Asks for eppropriets eid end informetion

Metches Intereasts, Aptitudes end Abilities
to Possible Cereear Goels

36,1 Utilizes messures of interasts, sptitudes

end ebilities to identify eppropriete
cereer clustars

36.2 Lists possible cerear gosls from eppropriate

cereer clusters

Detarmines Specific Cerser Gosl

37.1 Utilizes stenderd reference books end
periodicels to determine prerequisites
to posaible cereser goels, '

37.2 Considers experience, treining end
resources to identify needs end
potentiel barriers

37.3 Utilizes periodicels to obtein lists
of locsl employers realevent to gosls

37.4 Contacts employers to further npeclf{
treining required, occupetionel ledder,
end entry-level Taquirements

ERIC

Aruitoxt provided by Eic:
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Retar(es)

Subcompstencies
Date(s)

38.0

39.0

llll llll ‘II‘ III‘ III‘ lllll ‘II‘I Ilii |

40.0

41.0

— |_— S —

37.5 Verifiss the sveilability of resourcss
for treining, 1f needed

37.6 Viaits treining centsrs snd sslects
one most sppropriste for needs (if
necesasry)

Anelyze Work Hietory for Utilizetion in

Job Applications, Resume, end Intsrvievs

38.1 Describes work experiencss in terms
of knowledge, skille, end sbilitiee

33.2 Utilizes skille, ebilitias and knowledge
descriptions thet ere relavent to Job
target

Completss Job Applicetion snd Procsssing

Forms

39.1 Compiles sn sccurete and deteiled dsts
sheat for filling out employment forms

39.2 Utilizes sffactively references, specisl
intereste/hobbles, sffiliations/clube,
end open-ended qusetions on emp loyment
forme

39.3 Resds and comprshauds wording on employment
forms

39.4 Writes or printe nestly and legibly

Preperes sn Effective Resume {(Vhen Necesssrxy)

40.1 Choosss resums format thet highlighte strengths

40.2 Crestes structured, professionsl lsyout thet
{e essy to reead

Demonstretes Effective Seles Approsch in
Interview Session

41.1 Investigates compsny befors interviesw
to obtein pertinent informetion

41.2 Answers stendsrd interview questions
with positive saslling reeponss

41 .3 Asks questions to obtein nscssssry in-~
formi:ion end to demonstrete intsrast

41.4 Pressnts 8 confident end professionsl
insgs

e

Yes

B:RiC

JAruiToxt provided by ERIC

Q ev. 7/23/87)
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Area 1
Groominz and Attire

Lesson # Topic

1 The relationship between how you look and how
people view you

2 Selecting clething whichh 1is appropriate attire
for different situations

3 Clothing Care I (washing and drying instructions
- how to read directions on detergents and washing
machines)

4 Clothing Care II (washirg and caring for wash
and wear fabrics - touch-up ironing)

5 Clothing Care III (washing and caring for other
fabrics)

6 Ciothing repair (simpie mending, closing rips
and sewing on buttons)

7 (a) Hair care and styling
(b) Relationship of hair style and other percep-

tion of you

8 (a) Hand and nail care” ~
(b) Dental and breath care

9 Importance of personal hygiene

Area 2
Personal and Social Adjustment
Lesson # Topic

1 Orientation to Project MEAL expectations and
commitmecats

2 Introductions and manners

3 How others see you - how you look (clothing fit,
colors, maintenance)

4 Setting short and long .- term goals (4 goal

areas/steps to achieving goals)

-
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Lesson #

* Topic

.

10

11

12

13

14

15

NOTE:

Life's daily menu/vocabulary replacement (how
to develop positive habit patterns and how to
use positive vocabulary)

Simulated video-taped 4interview and critiques
(what to do and not do in an interview)

Pte;entation by a panel of successful former
project clients

Trust/trust walk (blindfolded <client is guided
around the facility by another client)

Skit development (clients write and produce own

skits which are video taped - task encourages

development of oral communication and body language
skills and self-confidence). This activity is

repeated each week during the Core Training Pro-

gram). :

Lifeboat/withholds (how to make decisicns that

enable you to 1live as opposed to giving up.

Strategies fdr use in confronting and communicating
with others including rules for giving and receiv-

ing criticism).

What I like about you/me. (Discussion of positive
fecatures of others and oneself including how
to respond to compliments and praise).

Video commercial (writing and producing 30-60
second video-taped personal sales tool im which
each client sells himself or herself).

Success and failure =~ the power of choice/cause
and effect (clients prepare a collage which de-
scribes success and failure words).

Telephone interview techniques I.

Telephone interview techniques I1I.

Some lessons require several daily ome hour
instructional sessions.
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Area 3
Financial Planning/Transportation

Lesson # Topic

1 How to set up a basic budget:

2 The project financial planning process - money
management skills.

3 Preparing budget line items (food, recreation,
clothing, housing, etc.).

4 Practical application of budgeting (actual prepar-
ation of a budget assuming full-time employment
at mininum wage).

5 Comparative shopping techniques.

6 Hands-on field trip to a <clothing and grocery
store.

7 How to utilize public tfanspottation.

8 Public transportation utilization field trip.

9 .Use of.public vs., private transporation (compara-

-tive real costs). *

10 Reading and using city bus schedules.

11 How to access community services.

12 Safety practices and procedures (facility exit
route, safety policies, actual fire drill - safety
on public transportation and on the job).

NOTE: Some lessons require several one hour daily in-
structional sessions.

Area 4
Practical Law
Lesson # Topic

1 Intreduction: What are laws, who makes them
and why? A

2 (a) Types of laws: criminal, civil and adminis-

trative.

r\r
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Lesson # Topic

(b) Categories of crimes: misdemeanors and
felonies.

(c) Recourses under civil law.

(d) Settling disputes out of court.

3 (a) Constitutional rights and protections (equal
protection, 5th Amendment, unlawful search,
“"Miranda" rights).
(b) What to do if arrested.

4 (a) Selective Service requirements and registra-
tion.
(b) Voter registration procedures.

5 (a) Consumer law: How law protects the consumer.
(b) Warranties: Express and implied.

6 (a) Contracts: Definitions, types, necessary
components.
(b) Simulation (contract on selling or buying
a private car.
(c) 1Importance of proper Teceipts and record

keeping.
7 Recourse for breach of contract/breach of warranty.
8 (a) Default on financial obligations and collec- f
tion practices,
(b) Rights and duties of landlords and tenants.
NOTE : Some lessons require several ome-hour daily im-

structional sessions.

Practical Law Resources

Arbetman, McMahon, and O'Brien. Street Law: A Course in Practical
Law. West Publishing Company, 1980.

Furlong and McMahon. Consumer Law: Competencies In Law And
Citizenship. West Publishing Company, 1982.

‘|~ A.
-
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Area 5
Home and Community Living

Lessou # Topic

Part I. Basic Home Maintemnance

1 Floor and carpet care, (types of stains, basic
cleaning methods, different chemicals and grease

solvents).

2 (a) How to change faucet parts and how they

work.
(b) tHow to unplug and drain a toilet including

plunger use.
(¢) Proper use of a garbage disposal.
(d) Lock maintenance and repair.

3 Proper cleaning methods and materials for maintain-
ing the bathroom area.

4 Proper cleaning methods and materials for maintain-
ing the kitchen area.

5 (a) When and why to use a vacuum.
(b) Vacuum repairs and maintenance (changing
belts, emptying bags, cleaning beater bar,
where to buy belts or parts, model number

and type).

6 Apartment cleaning using procedures taught in
Lessons 3 and & (Hands-cn supervised in own apart-
ment activity).

Part II. Foods and Nutrition

1 Introduction: Basic Principles
2 Home safety tips.
3 Table manners and etiquette
4 Cook's checklist
5 Cooking terms
6 Measuring (use of cups and spoons)
7 Table setting
8 Sanitary food proceduzes
55
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Lesson # Topic _

) Nutrition just for you.

10 The road to good health.

11 The nutrients.

12 Nutrient teamwork.

13 The basic four food groups.

14 Béying anéd preparing breads and cereals.

15 Buying and preparing meats.

16 Buying and use of milk and dairy products.

17 Buying and preparing fruits and vegetables.

18 Buying and preparing other foods.

19 Basic meal plans.

20 Holidays and entertaining.

21 Your nutritional heritage.

22 Outdoor eating,

23 Meal planning (planning meals for a minimum wage
budget).

24 (a) Planuning balanced menu for 1 day.
(b) Review of food gorups and serving needs.

25 Planning a one week menu

26 (a) Making a food shopping list menu.
(b) Estimating cost and staying within food

budget

27 Reading food ads and using discount coupons.

28 Field trip to do comparison food shopping.

29 Field trip to do actual food shopping




The clients prepare and eat their own lunch during

NOTE 3
many of the above lessons. The instructor also
visits the clients' apartments to provide addition-
al supervision of hands-on food preparation.

Lesson # Topic
Part I1II., Time Management

i Time management techniques.

2 Planning a daily, weekly and monthly schedule.

3 Use of an appointment system to manage your time
and meet your obligations

Part IV. Financial Independence

1 Money management terms, budgeting and payroll
deductions.

2 Budgeting on minimum wage income.

3 (a) How to choose a finamcial ijnstitution.

(b) How to apply for and open a checking account.
(c) Initial deposit.
(d) Contract with bank.
(e) Signature card.
4 (a) Introduction to checkbook simulation.
(b) Importance of keeping accurate records.

5 Making out a deposit slip (Practice writing and
spelling number words).

6 Checkbook simulation (components of a check,
entering check in check register, using calculator
to figure balance).

7 (a) Figuring costs and making change.

.(b) Estimating costs: Rounding off, adding
and subtracting.

8 (a) Making change with coins and currency.

(b) Calculating sales tax and gratuities.

9 Keeping accurate records for tax return prepara-
tion.

Checkbook simulation (making deposit with cash

10

returned, use of automatic teller machine with-
drawals).
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Lesson # ’ Topic

11 Writing out a check and practice using a calculator
to get the new balance. )

12 (a) Savings (short-range and long-range) and
types of savings.
(b) Savings vs. investments.

13 (a) Selecting and using credit accounts.
(b) Maintaining good credit.
(c) When to close am account.

Area 6
Job Development

Lesson # Topic

Part I. Work Attitudes and Awareness
1 Reasons why we work.
2 Why companies are in business.

3 Business st;ucture "and chain-of-command and em-~
ployee responsibilities at various levels.

4 The real world of employer expectations, rules,
and regulations,

5 Role playing of employee ‘responsibilities and
employer/employee relationship.

1 Job skills 4in terms of data and specific occupa-
tions - <clients examine their thinking about
their work histories and prepare list of skills
.they used in various Jobs

2 Use of action verbs to describe job skills -
revision and 4improvement of clients' 1lists of
skills through the use of action verbs.

3 Examination of abilities in terms of psychological
and physical conditions (stress, heat, heavy
lifting) and roles in the work place (follower,
leader, organizer, etc.) and have clients add
these factors to their skills list.
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Lesson # ‘Topic

4 Specific skills trequired to perform various jobs
- knowledge acquired on the job.

Skills/abilities/knowledge acquired from work
history.

N

Matching skills/abilities/knowledge to the needs
of employers and specific target jobs

Part II1I. Job Applications

1 Filling cut job applications and examination
of what employers 1look for when receiving job
applications. ,

Collection of work history data - discussion
of how to secure accurate detailed data.

Collection of personal references, data and per-
missions. Discussion of who makes a good reference
and why. How to get good references.

EOE/AA sections of job applicaticns and how to
answer questions on disabilities. How to turn
liabilities into assets.

How to answer open-ended questions on job applica-
tions in areas such as hobbies, interests, special
training, experience, goals and likes and dislikes.

Completing the general question and answer section
of a job application (age, bonds, FT/PT, felonies,
penalty for lying, etc.). Presenting the applica-
tion as a sales tool.

Resume’s
Examination and discussion 9f resumes.’

Selecting a format for writing a resume, selection
of material to be included in & resume and comple-
tion of a rough draft of a resume,

Review of rough draft of resume and writing of
a final draft.
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Lesson # Topic
Part V. The Interview

1 Myths about employers and interviews. Discussion
of the fear and intimidation surrounding the
interview.

2 Discussion and practice of non-verbal communica-
tion, appearance, hygilene, eye contact, posture,
handshake, facial expression, and body pesition
skills for use during interviews.

3 Preparation of clients to recognize 1interview
techniques and goals, and how to avoid pitfalls.
How to begin thinking in terms of positive selling

- regponses.

4 Practice in formulating and answering open-ended
interview questions with positive, selling responses. J

5 Practice in formulating and answering questions
that are technically 1illegal. Positive selling
responses to inapptoptiate questions,

6 Formulating questions to ask the interviewer,
Questions that should not be asked,

7 Video taped practice interviews and critique.

Part

VI, Career and Job Search

1

Examine aptitude test data to identify clients'
interests and salable skills.

Research .career areas to determine prerequisites,
entry levels, career paths and nature of various
jobac

Identify businesses and possible contacts which
employ workers in jobs listed as potential oppor-
tunities.

How to wutilize cold call phone strategles to
create job opportunities,

How to examinme want-ads to identify job market
trends, exploitive ads, and valid leads.

Discussion and planning of networking strategies,
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Intructional Schedule
Week 1 of Project MEAL

Day Time Topic
Mon. 9:00 - 12:00 P.M. Crientation
12:00 - 1:30 P.M. Lunch - Cleanup
1:30 - 3:30 P.M. Assessments
4830 - 5:30 P.M. Apartment Maintenance
Tue. 9:00 - 12:30 P.M. Assessments
12:30 - 1:30 P.M. Lunch - Cleanup
1:30 - 3:30 P.M. Time Management/Housekeeping
3:30 - 4:30 P.M. Irtroduction to Skit Preparation
4330 - 5:00 P.M. Apartment Maintenance
Wed . 9:00 - 10:30 A.M. Personal Data Collection
10:30 - 12:00 P.M. Introduction to Job Development
12:00 - 1:30 P.M. Lunch - Cleanup
“1:30 - 3:30 P.M. Guest Speaker
3:30 - 4330 P.YM, Skit Development
43130 - 5330 P.M. Apartment Maintenance
Thurs. 9:00 - 10:30 A.M. Pesonal Data Collection
10:30 - 12:00 P.M. IETEP Development
12:00 - 1330 P.M. Lunch - Cleanup
1:30 - 3:30 P.M. IETEP Development

(Free time for swimming for
those who are finished)

L
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Chapter 6
IETEP Development

An Individualized Education, Training, Employment Plan
(IETEP) was developed for each client shortly after his or her
enrollment in Project MEAL. This plan was developed under the
direction of the clients' Case Manager in consultation with
other R&D staff members. The IETEP form found on the following
pages was used with Project MEAL participants. The IETEP 1is
an- adaptation of the IEP required by PL 94-142 for students
enrolled in public school programs for the handicapped.

Section A of the IETEP contained a summary description
of the rehabilitation problem(s) which required attention during
the client's enrollment in Project MEAL., This summary statement
was supplemental with 2 one or two page summary of the client's
previous assessment data and employment history. These summaries
were prepared by the Senior Case Manager for use during the
staffing when the client's intitial IETEP was developed. This
summary was either attached to the IETEP or included in the

client's file.

Section B of the IETEP contains a listing of the goals
drafted for the client by the Case Manager and other Project
MzA:u staff members. These goals defined the major areas that
required attention during the client's enrollment in the project.

Section C contains a descrip*ion of the treatment services
that were to be provided as part of the client's program of

rehabilitation during enrollment in Project MEAL. The thirty-five

item Treatment Needs form which appears later in this chapter
was used to streamline development of this section of the IETEP.
Completion of the 1listing of the agency and person responsible
for delivering each of these required services was of great
help when it came time to check to see if these services had
been provided.

The specific service goals for the client were listed in
Section D of the IETEP. Goals that were unique to the client
were listed on the £form. Competencies which were applicable
to the geneval population being served by Project MEAL are in-
cluded on the Competency Rating Scale which appear2d in Chapter
5. Use of this rating scale to define many of the specific
goals for the «clients reduced the time required to develop the
goals for each client. It also made it possible to devote addi-
tional attention to developing those goals which were unique
to each client., '

Section E of the IETEP contained a schedule for checking
to sen that required treatment or service outcomes were provided.
Care must be taken to insure that support services needed by
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the client are actually scheduled and provided and that their
delivery is properly documented.

A listing of anticipated dates of the accomplishment of
ths goals specified for the individual client is included in
Section F of the IETEP. This secxtion provided a framework for
monitoring each client's progress and mastery of the objectives

outlined for the project.

Procedures and measures for use in determining that the

treatments, services and training prescribed for the client
were effective are listed in Section G of the IETEP. These

included a variety of informal and formal strategies for determin-
ing if the desired behavioral changes had occurred.

Section H of the IETEP contains a l1isting of names of the
Project MEAL staff members who were responsible for delivering
and/or monitoring portions of the IETEP.

A copy of the one-page (Case Management Staffing Report
which was used during Project HMEAL to document each staffing

appears on the last page of this chapter.
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LIFE DEVELOPHMENT INSTITUTE

Individualized Education, Training, Employment Plan (IETEP)

Date:

Client Name!

Social Security No.?

A, Rehabilitation Problem or the Individual's Presenting Need

B. Individual's Goals:

c. Treatment or Services to be Provided:

(11/12/86)
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D. Specific Service Goals:

E. Time Intervals at which Treatment or Service Outc mes will be revieved:

Review Dated

Treatment/Service

F. Anticipated Time Frame(s) for the Accomplishment of the Individual's-

Specified Goals:

N Goal(s): . Time Frame

(11/12/86)

.
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G.

Measures to be Used to Assess the Effects of Treatmen

Treatment/Service Measure

3

t or Services:

Person(s) Responsible for Implementation of the Plan:

Name Responsibility

(11/12/86)

o
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LIFE DEVELOPMENT INSTITUTE CLIENT SERVICE/TREATMENT NEEDS

AGENCY/PERSON RESPONS1BLE

11.

12.
13.
14.

15.

16.
17.
18.
19.
20.
21:
22.
22.
24.

25.

1.

J2.

33.

Q 1.

ERIC

35.

Advocacy

Alcohiolism and drug abuse
treatment sercices

Audiology

Chaplaincy

Dentistry

Dictary/nutrition

priver training

Education

Guardianship or conservatorship
Independent living ekills instruction

Interpretive services for those who
are deaf or hearing inpaired

Job placement
Manual communication instruction
Hedication management

tiobility instruction for those who
are blind or visually impaired

hursing

Occupational skill training
Occupational therepy
Orthotics

Pharmacy

Physical therapy

Physiscidn

Prosthetics .

pPsychological evaluation and treatment

Recrecational .

Rehabilitatiion counseling

Rehabilitation englineering

Residential

Social casework or group work

Specialized services for those
who are déaf and bling 4

Speech-language pathology

Systems, production, and ifuydustrial
engineering

Transportation

Vocational evaluation

viork adjustment 67
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LIFE DEVELOPMENT INSTITUTE ‘
CASE MANAGEMENT STAFFING REPORT »

********************************************************************************

NAME ] i T ) GROUP DATE
**********************************************************-v**********

kkkhkkkkkkkk

o

VR COUNSELCR/PARENT

LDI CASE MANAGER

PURPOSE OF STAFFING

kkkkkkkkk

OUTCOME OF STAFFING

|
|
|
|
|
|
|
|
|
|
|
1
|
|
!
}
*********************************************************************** .
|
|
|
1

************k************k******************************************************

FURTHER ACTION

NEXT STAFFING SCHEDULED FOR:  DATE TIME

kkkkkkkk

************************************************************************

SIGNED:

Case Manager
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Chapter 7
Tutoring Services

The academic tutoring component of Project MEAL was initially
conceptualized as an individualized support service that would
be provided for clients on an as-needed basis. Deficiency areas
vequiring assistance were jdentified in five wayst 1) Psychoedu-
cational evaluation reports provided information needed to identi
fy some of these areas; 2) Members of the project staff were
able to identify areas in which tutorial assistance was needed;
Additional deficiencies were identified; 3) during the clients'
enrollment 4in skill training programs at the Maricopa Skill
Center; and &) during their early job placements. 5) One of
the easiest and most productive ways of identifying areas in
which the clients needed tutorial assistance was to ask them.

The key advantage of wusing the client's self identified
problems as a basis . for delivery of tutorial services was the
client's belief that he or she had problems in these areas.
The person who 1is willing to indicate that he or she needs help
has already accomplished one of the most difficult tasks in

developing this desired skill.

Difficulty was immediately encountered ‘when clients were
asked to participate in the tutorial program. Mention of anything
that resembled the schools which had been the scene of many
years of wunpleasant failure experienges for the clients brought
about immediate protests. It became apparent early in the project
that a traditional basic skill development tutorial program
was not acceptable to the clients. A modified approach that
emphasized provision of assistance with development of job related
academic and practical skills was adopted.

Scheduling tutorial services was also found to be a major
problem. The large block of each day that was devoted to parti-
cipation imn the core training program greatly reduced the times
when the clients could be scheduled for tutoring. This immedi-
ately meant that several clients who desired assistance with
a wide range of different problems reported for tutoring at
the same time. These sessions soon became more like classes
that focused on a specific topic - ome that was not always the
area of concern to all of those in attendance, It was not possi-
ble to provide the diversity of instruction that was requested
in the limited number of hours available for tutoring.

Scheduling tutoring sessions wvas further complicated by
the work schedules of the clients who held late afternoon and
evening jobs. Many times, those who needed to work with the
tutor left for work at about the same time set aside for formal
tutoring. Use of community volunteers was tried for avwhile.
The clients' failure to show up regularly for their sessions
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without continual reminders and their changing work schedules
soon discouraged these volunteers.

The strategy for providing tutoring services that worked
best involved use of the Learning Center at the Maricopa Skill
Center. Clients were referred to this facility for tutorial
assistance as basic skill deficits were identified during their
skill training program at the center. The services of the skill
center were available throughout the day and were directly related
to the training program in which the clients were enrolled.
This relationship made it much easier to sell the clients on
the need for developing the skills that they lacked.

Referral of project clients to comnunity based agencies
for the major part of their tutorial assistance made it possible
for members of the Project HEAL staff to provide tutorial services
to clients on a one-on-one basis. These tutoring sessions focused
on specifics, like how to make change, and other topics identified
by the clients and their core training program instructors.
The tutor was able to go to the clients' apartments and provide
direct 4instruction in practical skills like using measuring
spoons and cups while baking a cake, caring for clothing, and
personal hygiene. ’




Tutoring_Coordinator

R and D Training Institutes
Life Development Institute

TUTORING RECORD

*******************************************************************************

* *
* NAME START DATE END DATE *
* *
* LEVEL INSTRUCTOR *
* *
*  CLASS TIME/S DAYS OF WEEK *
* *
* (-12+ Hours) OR Hrs Accum Prev Mo Location *
*******************************************************************************
. DATE SIGNATURE Time In| Time Out Skill Worked On
Approved By Instructor On

-

731




——tne xS S— e e L e RN Lo ke
A » .

Tutoring Coordinator

R and D Training Institutes
Life Development Institute

TUTORING PLAN

Kk kkhkkkkkkkkkkkkkkkkkkkkkkkkkkhkkkkkkkkkkhkkkkkkkkkkkkkkkkkkkkkkkhkkkkkkkkkkkkkkkk

A AKKKAAKKKKKKKKKKKKKKKKKKKKkKkhkkkkkhkkkkkhkkkkkkkhkkkkkhkkkkkkkhkhkkikkkkhkkkkkkkkkk

. * *
*  NAME . DATE GROUP - *

* *

. * DESCRIPTION OF PROBLEM/S *
* *

* *

* *

. * *
* *

. **k INSTRUCTIONAL GOALS*********************************************************
* *

' * GOAL 1. *
* *

* *

. * *
* GOAL 2. *

* *

. * *
* *

‘ * GOAL 3. *
* *

' * *
’ * " *
' : **% SCHEDULE****TUTORING BEGINS *hkkk*XENDS Fkdedcdedededokeok
* *

* MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY *

* - *

. * Time *
* *

: * Time *
* *

. *% MATER I ALS NEE DED************************************************************
* *

* *

. * *
* *

* *

* *

. * *
Kk EVALUATION OF PROGRESS***** MethOd *kkkkkkkkkkkkkkkkkkkkkkkkkkkkk CAP K*kkkkk

* - *

. * Goal 1. *
* *

* Goal 2. *

' * *
* Goal 3. *

* *

. * REASON TERMI NATE D*************************** DATE Fekdkdkdk kkkkkkkk
* - *

* . *

Tutoring Plan Prepared By " Date
7S
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Chapter 8

Financial Planning

Project MEAL clients were provided with two forms of finan-
cial planning assistance during the program. The first occurred
in the form of instruction in budgeting and financial planning
and resource management. This instruction was included in the
core training program (discussed earlier in Chapter 5). The
second was in the form of one-on-ome financial planning which
was provided for project participants who desired regular assis-
tance in this area. The clients meet on & weékly basis with
the financial planner to discuss projected inzome, expenses,
and the previous week's expenditures.

During the first visit, the client and financial planner
filled out the Financial Planning Work Sheet which appears later
in this chapter. The estimated income for a month is computed

by multiplying the rate of pay, by the number of hours the client

will be working, by 4.3 Estimated taxes are deducted to determine
the client's real income (take home income).

The clients then developed a 1list of monthly costs and
a budget that would enable them to pay their rent, food, laandry,
clothes, transportation, medical bills, etc. Those who are
paying off medical bills, loans or court ordered financial resti-
tution are assisted in setting up a budget item and payment
schedule for retiring these obligations.

Clients were encouraged to develop the habit of saving
a portion of their income and were assisted in opening savings
accounts with local banks and/or savings and loan institutions.

The Research and Development Training Institutes provided
its clients with the services of an escrow account. This account
was a non-interest earning short-term savings account that the
client could make deposits to for future use. This account
was used by <clients who wished to set aside money for use at
the beginning of the next month for rent, food, utilities or
to make a special purchase. It also provided clients with an
opportunity to gradually build up funds needed for making insur-

ance payments on their cars and to pay the deposit on an apartment

when they were ready to live independently.

A typical discussion between a client and the financial
planner might go like this: ’

Client: "] want to buy a néw headset for my stereo."
F.P.: "How much will it cost?"
Client: "About $240950"
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F.P.t

Client:

"Do you have that much money?"

N

llYes . "

"Will you have enough money left to pay for your

[ SR —— - .

F.P.t?
food and bus fare to work wuntil you get paid
again?"

Client: "lLet's see. . o (client figures for a minute)

o o o nOQ"

F.P.3 "is there a way you can get the money together
to make this purchase?" .

Client: "Well, I could save up some money for it." 3
1

"How much a week could you afford to save for

12"

F.P.?

Client: - "About $500°o"

FePot "How long would that take you?"
Client: "Five or six weeks."

"Do you want it that bad?" |

"Yes . "

Explains the escrow account and asks the client
{f he wants to put $5.00 a week in it until there

is enough to buy the new headset.

"That sounds o.k. to me." (Gives the Financial
Planner $5.00 for the first week).

Client:

money in the client's escrow account reached the
was earmarked for purchase of a headset, the client

When the
amount that

withdrew the money in cash and made the purchase. Such exper-
fences teach the value of planning one's expenditures, saving
and paying cash. They also emphasize avoldance of consumer

debt associated with borrowing money from financial institutions
or friends.

Use of the escrow account for short term saving of small
amounts of money is often the first time the clients have trusted
someone else to hold their money for them. Such an act, which
consists of the exchange of tangible cash that they can hold

in their hands for a plece of paper with a number on it is a
big step for many clients. This experience is an important :
prerequisite to opening a checking, or savings account with a ?

stranger at a bank or savings and loan institution.
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A copy of the Financial Planning Worksheet was given to
the client at the end of each visit with the Financial Planner
when a revision was made, This data was then placed on a copy
of the Client's Budget Worksheet. This more detailed record
made 1t possible for the Financial Planner to view the week
to week evolution of the client's earnings and budget. It was
helpful to make a brief summary note following each financial

planning session with a client. This was done by recording
dated notes on the back side of the Client's Budget Worksheet
following each session. This provided valuable documentation

of the client's thinling about the management of their finances
and a record of the <counsel that was given by the Financial
Planner,

The ‘low earning power of the clients makes ‘it essential
that their limited resources be managed well and that consumer
debt be avoided. Failure to plan 1s almost certain to lead
to failure to be able to pay for food, and bus tokens at the
end of the time period between paydays, and to lack funds needed
to pay the next month's rent. Emphasis on financial planning
was a highly essential program component.
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FINANCIAL PLANNING WORK SHEET

Itemized Expenses : Mo.$ Wkly.$

1. Rent

2., Food

3. Hisc. ;

4, Trans.

5. Hed. Bxp.

6. Cushion

7. Utilities

8. Savings

9, Pocket $

Formula to get monthly cost from weekly cost: Wkly.$ x 4.3 = monthly cost.
Formula to get weekly cost from monthly cost: Mo.$ x 4.3 = weekly cost.

WORK SHEET:

Escrow

Savings

Self

[
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Financial Planner
R and D Training Institutes
Life Development Institute
CLIENT BUDGET WORKSHEET
%* %k kkkk ******************************************************************************************************************
* *
* NAME PAY PERIODS: _ Daily Weekly Bi-Weekly Monthly *
* *
* BUDGET PERIOD: Week Bi-Week Month FINANCIAL PLNING APPTMNT: Day of Week Time *
***********************************************************************************x*********************** b 32 T e X
* PAY DAYS: 1. 2. 3. 4, 5. 6. 7. *
* *
* ESTIMATED TAKE HOME PER PAY PERIOD $ $ S $ $ $ $ *
*****************************7(7(7(7(7(1(7(7\'7(7(7(7(7(7‘(7(1\7‘(7‘(7‘(7‘(7‘(7‘(7(7‘(7‘(7‘(7(7‘(7‘(7‘(7‘(7‘(7(7‘\'7'\'7‘(7‘(7‘(7'(7'(7‘( xxxxxxxx ****ixxxxxnxxxxxxxxxxxxxxxxxxxxxxxxxxxii**
Monthly Weekly Budget 1. Budget 2. Budget 3. Budget 4. Budget 5. Budget 6. Budget 7.

) Cost Cost

BUDGET ITEMS ( )1 )¢ ) ) ) )1 N )1t )
1. Rent $ $ $ $ $ $ $ $ $
2. Food $ $ $ $ $ $ $ $ $

Transportation
3. Or Car Expense$ $ $ $ $ $ $ $ $
4. Utilities $ $ 5 $ $ $ $ $ $
5. Add To Escrow $ $ $ $ $ $ 3 $ &
6. Savings $ $ 3 $ $ $ $ S 3
7. Laundry $ $ $ $ $ S $ $ S

Spending
8. Money $ $ $ $ $ $ $ $ $
9. $ $ $ $ $ $ $ $ $
10 $ $ $ $ $ S $ $ $

TOTALS $ $ $ ' S $ S S $ $
Fncl Plinrs Intls
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Chapter 9
Job Development

The Job Developer began working with each Project MEAL

participant early during his or her enrollment in the Core Train- -

ing Program. The Job Developer's first interview with a new
client focused on a review of his or her previous employment
experiences, satisfaction level and levels of success. The
client's job interests and dislikee were also discussed during
this initial dinterview. In some cases, it was possible, during
the initial interview, to identify behavioral patterns and atti-
tude problems that required attention during the job preparation
of the Core Training Program. Information gathered during the
initiel interview and contacts with the client that followed
were recorded on tne Job Developmen® :eport form which appears
later in this chapter.

The Job Development Report

The "vocational skills and’ limitations" section of the
Job Development Report was completed following receipt of the
" ocational evaluation report" from the Maricopa Skill Center.
Information was gathered about the client's skills and limitations
during staffings and conyersastions with other members of the
Research and Development Training Institute staff.

The next step 4in job development focused on determining
the ciient's need for additional training. The specific type
of training that was needed by the client, the location where
the training could be secured, and when the client would enroll
were added to the Job Development Report form. Care was taken
to insure that the training program selected for a client was
compatible with both the client's interests and vocational apti-

tudes.

The Job Developer identified several possible jobs and
potential euployers while the client was enrolled in skill train-
ing. This licting of possible jnbs and employers was reviewed
with the client periodically during his or her enrollment in
the skill training portion of the project.

The completed Job Development Report with its. listing of
updated job possibilities that were compatible with the client's
interests and skills was used to healp the client find a job
following completion of skill training. ’ :

Documentatisn of Job Interview =

o
L3

Pruject MEAL clients' interviews were documented on the
Documentation of Job Interview form. Use of this form made
it possible to ddentify the type of jobs each client sought,

&
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where the job was located and how the interview was secured.
This form also included space for describing the terms of the
job and an indication of whether the client was hired or not.

Record of Job Placement

A copy of the Record of Job Placement was completed as
soon as a client obtained a new job. Documentation regarding
the job title, employer and location were entered on this form.
The name of the person's supervisor, and the supervisor's title
and phone number were recorded for use of tie job tracker who
would follow up the client. Job tracking is discussed in Chapter
10.

The description of the "job terms" section of the Record
of Job Placement contained jnformation needed during the client's
weekly meetings with the Financial Planner. The “"transportation"
secticn of this form contained tnformation needed by the "Trans-
portation Clerk" in those cases where the client required trans-
portation to and from work in the R&D Training Institutes' van.

Immediate completfon of the Record of Job Placement form
and forwarding of a <copy to each of the persons listed at the
bottom of the form -as found to be essential. Delay in doing
so created immediate transportation problems in those cases
where the client required this form of assistance., It also
caused a delay in the initiation of "job tracking" that could
be critical if the client experienced difficulty in adjusting
to the new job. * “

Job Termination Report

Unfortunately, all job placements were not successful.,
In other cases, successful placements end when the nzed for
an employee ended or the person was promoted to. another position.
The Job Termination Report was completed by the "job developer"
during a "ternination Teview" with the client. The form was
designed to facilitate recording of information about the job
title, neme of the emplecyer and supervisor, reason for termina-
tion, quitting or firing.

This documentation of information gathered during the term-
fnation review was a valuable source of data needed to determine
1f the client needed further training, :job adjustment counseling
or placement in another type of position or with a different
employer.

Job Placement and Turnover Report

The Job Developer used the Job Placemcnt and Turmover Report
to maintain a record of each new placenent and job termination
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or change. Use of this form made it possible for the Job Develop-
er to maintain a record of the job status of each active R&D
Training Institute client. It also facilitated preparation
of a monthly report of new placements, terminations and upgrades.

The job development and job tracking services were continued
until the client had developed a track record of successful
employment. These services continued through one or more job
upgrades which moved the clients through sucessive steps toward
full-time employment which was commensurate with their abilities
and interests. In those cases, where a c¢lient continued to
experience difficulty imn maintaining sustained employment, the
support of the Job Developer and Tracker was required over an

extended time.

Letters to Sponsoring Agencies

The three form letters at the end of this Chapter were
used tc keep the agencies which were sponsoring the clients
informed about job placements, terminations, and to let them
%now when the client had been working on the same job for sixty
days. Careful coordination between the Job Developer and Job
Tracker was found to be necessary to assure the completion and
timely mailing of these letters.

L

Job Bank Listing

Development of a licting of jobs former R&D Trainiag Insti-
cute clients had held and a listing of prospective jobs which
future clients might hold was an important part of the Job Devel-
oper's responsibilities. These listings provided a valuable
resource during the development of Job Development Reports for
clients who had recently enrolled in the progzam.

(S
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Job Developer

R and D Training Institutes
Life Development Institute

JOB DEVELOPMENT REPORT (Page 1)

********************************************************************************

* *
*  NANE DATE GROUP - *
* *
*  PROGRAM/S: Core Training 9 Month Project MEAL *

****k*********;;******************************************#I********************

PREVIOUS EXPERIENCE/SATISFACTION/SUCCESS

********************************************************************************

* ~ Level of Level of *
* Position Employer Length Satjsfaction | Success *
* *
* *
* *
* *
* *
* *

*****;;***k******************************************W*********L****************

JOB INTERESTS/DISLIKES

*************************************************************************;******
Interests ] Dislikes

% ¥ % O > %
#
¥ X X X N X X

***********u&*******************************************************************

VOCATIONAL SKILLS AND LIMITATIONS

********************************************** HAAKAKAKAAKRAAKRKKARKRAA AR A AA kAR Kk kkkk
Skilis Limitations

¥ % ¥ % ¥ X %
* % F X X X X

*****************************************************************k*k************

ADDITIONAL TRAINING NEEDED

*k******************************************************t***********************

What 7 Hhere When

* Ok F H K K *
* %k ¥ H F *

***************************************tﬂ**k************************************

Continuted On The Other Side -




ERI!

Aruitoxt provided by Eic:
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N >

JOB DEVELOPMENT REPORT (Page 2)

********************************************************************************
* *

*  NAME DATE GROUP - *

*************************************ﬁ%k*****;****;*************************i***

POSSIBLE JOBS AND EMPLOYERS

****************************************************************************i***

Job Title Listing , DOT # . Potential Employers

*
*
*
*
*
*
*
*
*
*
*
*
*

% % ok ¥ % % % ¥ % ¥ ¥ * ¥

**;****;**********************************************************;*************

-POSSIBLE JOBS AND EMPLOYERS Update #1 on (

Ahk A KRR ARAIAAAAK KA AAAKAAKKRKAAAKAAAAKKAKRKARAAKRKARAAAKAAKKRAK KR RhAkhhkkhhhhkhhk

Job Title Listing L DOT # i Potential Employers

*
*
*
*
*
%

*
*
*
*
x
*
*

I

***********************************************;***************************i****

POSSIBLE JOBS AND EMPLOYERS Update #2 on (

****************************************************k******;k****;**************
Job Title Listing o poT # !, Potential Employers

* *
* k
* *
* *
* *
* *
* *

******************************f**************************************k**i**;*;;*

PLAN APPROVAL .,

Jeicdok de Ak hk hddok Ak kA Ak kA Ak kkkkhkhkAAKkkAAk A A kA Akkkkhhk kA A ARk kA kkkhhShhkhkhhkhhkhhkhik

* *
* CLIENT DATE *
* . *
* JOB DEVELOPER . . DATE *
* L *
* PROGRAM DIRECTOR DATE *
* *
* DATE *

**********************I*******************i******k*********i*k***ii**k*****kk***

Copies To: Client, Client's File, Funding Agency, Job Developer, Prog. Dir.
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Jub bevelvpar

R and D Training Institutes
Life Development Institute

DOCUMENTATION OF J0B INTERVIEW

dedek ok ok kok ok kdok ok ok ok koo kodkok ok ok ko ko ok kokok kodkokok ko ok okokokokok ok kokok kok kok ok ok ok kokkkkokkkkkkkkkkkkkkkkkk

CLIENT'S NAME DATE
PROSPECTIVE JOB EMPLOYER
ADDRESS PHONE

HOW WAS THE JOB LOCATED?

Job Developer A Sign In The Window A Want Add
A Friend ( Who? ) SWIBRA
DVR  Other( ' )

HOW WAS THE INTERVIEW SECURED?

Client Made Appointment Job Developer Made Appointment
Another R & D Staff Member Made The Appmnt (Who? )
A Friend Made The appmnt (Who? )

Other Person ( Who?

J0B TERMS \
Pay Rate $ /hour  Hours _ /Week Benefits ( Y N )
Probation Period { Y N ) Length ; 7 )
Other

HIRE/NON-HIRE

HIRED START DATE " NON-HIRE
REASON FOR NON-REHIRE '

s

If position wasn't suitable, are other suitable positions available

with the empioyer? (Describe )

Was the employer made aware of possible: 0JT Funding ( Y N )

¥ % % ¥ ¥ ¥ X ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ X N N ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ X ¥ ¥ ¥ ¥

TJTC Certification

*
*
*
*
*
*
.
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*

(Y N) *
khkkkkkhkkhhkhkhkhkhkhkhrhkhkhkhkhkhkkkhkhkkkhkkkk ********************?***********************

Information Recorded By : Date
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Job Developer

R and D Training Institutes
Life Development Institute

RECORD OF JOB PLACEMENT

********************************************************************************
*

* NAME g _ DATE .RECORDED BY *
* —_— —_—
FPTT—————— e TP P S P L L L SR SRR S bk k bbb

JOB AND EMPLOYER B

***********************************************************&**************k*****
*

* J0B EMPLOYER *
* Closest Major ] *
* . ADDRESS INTERSECTION ] *
******************************************************;?*******************k****
SUPERVISOR
*************************xk*****************************************************
* *
*  SUPERVISOR . TITLE PHONE = :
*

*************************************k************************************k*****

JOB TERMS
********************************************************************************
E START DATE _____ WORK HOURS: Begin " End z
* DAYS OF WEEK AM/PM FULL/PART TIME *
* HIOURLY PAY RATE $ IST PAYDAY _____ PAY MODE: __ Daily *
: _ Weekly __ Twice Monthly __ Honthly WILL RECEIVE REGULAR :
* JORK SCHEDULE BY: ESTIMATED LENGTH OF JOB *

k***********i****************;**************A*kkk*k*i*******************ik*****k

TRANSPORTATION NEED

********************************************************************************

* *
* WILL GET TO JOB BY: Public Transit Personal Vehicle *
* - *
* L R & D Van Walking TAXI With a *
* *
* A Friend (Who? , ) Employer Will Pick Up *
* *
* *

Other Arrangement/s
****************************************************x*****************W*********

* *

* Placement Documented By Date *
************************************************k*********************;******;**

Copies To: Transportation Clerk, Job Developer, Job Tracker, Financial
Planning, Client's File
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Job Developer

R and D Training Institutes
Life Development Institute

JOB TERMINATION REPORT

******************************k******k*****ﬁ************************************

* : *
* NAME DATE RECORDED BY *
* E— *
* J0B EMPLOYER *
* *
* ADDRESS SUPERVISOR *
* *
: SUPERVISOR'S TITLE PHONE :
hkkdokkdkokkkod kdkk kb hoh kdkokkkdok ok kok ok ko ko ko kodekokok ok ok ek ok ok ok ko ek ok ok ek ok

TERMINATION REVIEW

********************************************************************************

REASON TERMINATED: Client Quit Was Fired Terminated At End
Of Probationary Period Job Ended Promoted To Another Job
REASON QUIT: Conflict With Supervisor Conflict With Gther

Workers Didn't Know What To Do Didn't Follow Directions
Reading Probs. ) Math Probs. Writing Difficulty

Work Is Too Fast Had Unsolvable Transportation Problem

——
—
—

Too Much Lifting Too Much Heat Too Much Noise
Got A Better Job ( )
REASONVEired: Conflict With Supervisor Conflicts With Other

Workers __ Didn't Learn To Do Job __ Wouldn't Foliow Directions
Worked Too Slow Frequently Late ___ Bad Attitude
Reading Probs. Math Probs. ' Diff. With Writing
Job Was Discontinued Lacked Physical Staumna To Do Job

( \ )

REMARKS :

************************************

NAME OF PERSON CONDUCTION REVIEMW ] " DATE

***A********************************i******************************************

Copies To: Transportation Clerk, Job Developer, Job Tracker, Financial
Planning, Client's File

*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*-
*
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Job Developer

R and D Training Institutes
Life Development Institute

JOB PLACEMENT AND TURNOVER REPORT

For the Month of
****************************************;****;;***************************

Type of Action Start
Clijent's Name ( P T UGSE UGNE ) Employer Date

% % ¥ & o o Ok ¥ ¥ ¥ % ¥ o ¥ % ¥ ¥ % % * * * % % o % oF % % % % % ¥ o % ¥ % % % % ¥ A * ¥

**************************************************************************
* Action Type Code: P = Placement T = Termination UGSE = Upgrade *
* with same employer  UGNE = Upgrade with new employer *
*****************************************************35*******************

Continued on Back of Page

********************************************
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¥ % % % % ¥ % % ¥ ¥ ¥ ¥ ¥ ¥ X ¥

JoB PLACEMENT AND TURNOVER REPORT (page 2)

For the Month of

v 10y SV I

**************************************************************************

Type of Action Start
Client's Name ( P T UGSE UGNE ) Employer Date

*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*

*****************************‘»'r

**************************************************************************

Active placements at start of month
Number of new placements during the month
Number of terminations during the month

Active placements at end of month

Upgrades (promotions) with same employer

Upgrades (promotions) with new employer(s)

****************

Total Upgrades (promotions) during month

**************************************************************************

* Action Type Code: P = Placement T = Termination UGSE = Upgrade *
*

* with same employer UGNE = Upgrade with new employer
*******************************************************************'******

Copies To: Program Director, Job Developer
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Dear H

This letter is to inform you of the placement status of
_ . The employer is
and position is .

This employment started at $

hours per week.

per hour, working approximately

L d

We are expecting this job will prove to be a successful place-

ment and will keep you informed of further developments. Ve

will continue to track and are brepared to lend

a hand if needed.
If you have any questions, please feel free to cail.

Sincerely,

George Roybal
Placement Director

LBF:vh

PO Box 15112

Phoenix, AZ 835060

Q g Telephune: (602) 956 133
E MC ministiative Oftfees Teleplione: (G92) 955-2920

IToxt Provided by ERIC
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.m rch&Bevelopment
.z\ll\ll\g; Illsllltﬂ(‘s Inc.
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Dear :

This is to inform you of the termination of

. The employer was

and position was .

was the

stated reason for termination.

The termination was effective as of . We

wiili ~ontinue to work with in hopes of placing
in another position.
Please contact me at my office if you have any questions.

Sincerely,

Georae Rovbal
Placement Director

LBF:vh
PO.Box 15112 Sy
' HPhoenix, AZ 85060

Progeam Telephone: (002) 950 B33
ative Offices Telephones (602) 955-29.20 89
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LIFE DEVELOPMENT INSTITUTE

A Oivision of feseareh and Development
Tealning Institutes. Inc.

hear 2

has been employed for sixty days as of

with .

We will continue to track progress for a period of

up to six months. If you should have any qugstions, please do not

- hesitate to contact my office.
Sincerely,

Geoxrge Roybal

Placement Director/Job Developer

o

P.O. Box 15112

Phoenix, AZ 85060
(O Deg
.- (&3 B
l’m(:‘mm relephone ‘602' 956-8334 5 . cq D Eulueational Progeams Acceedited by the Covnntl fur Noweollegeate Contunnng i ation
. trative Offices ’C'CP'IO"C '602' 955-2920 A national aceeediting agency hated by the U'S Seceetary of Fidmation
> ERIC
'Full Text Provided by ERIC n n




Job Developer,

R and D Training Institutes
Life Development Institute

J0B BANK LISTING

********************************************************************************

* *
* EMPLOYER CONTACT PERSON PHONE *
* *
*  ADDRESS ) CONTACT PERSON *
* *
e e ek ok ke ke ok ke sk sk Rk ok ok ok ko ok ok

T Starting |Probation]| Chance For | Prior Success Of

Job. Title i Pay Period (Advancement Clients .on Job

w

[#]

~J

8.

9.

10.
hhkhhkhhkAAAAAAAIAAAAKALRKRARAAR KA KAARAAR A AR ARk kkhkhhhkhkhhhkkhkkkhhkhhkk vhhhkhkkk

REMARKS:

********************************************************************************

LISTING RECORDED BY: TITLE DATE
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Chapter 10
Job Tracking

Tracking of each Project MEAL client was a key program
component which helped insure successful job placement and sus-
tained employment, Tracking began on the client's first day
or the day after the first day of employment and continued for

at least six months. Failure to implement this important activity

would have greatly reduced the percentage of the clients who
remained successfully employed.

Tracking began on the first day of emp loyment with a phone
call to the contact person listed on the Job Placement form.
During this phone call, the Job Tracker, who was also the Place-
ment Director, checked to determine if the client 1) showed
up for work, 2) was on tinme, 3) arrived properly groomed, 4)
was properly dressed, 5) required assistance in developing job
related skills, 6) had any problems, etc. An important part
of the first job tracking contact with the client's employer
was explanation of the reason for making the phone call and
fndication of who wil, be making future follow-up calls and

how often.

Development of a good working relationship between the
Job Tracker and the contact person 1is of vital importance.
The conta:t person should be given the Tracker's name and phone
number so that any problem the client is having on the job can
be immediately made known to the Job Tracker. By doing so,
the contact person in essence becomes an extemsion of the Project
MEAL staff. It becomes necessary to identify problems a client
is having on the job before they result in termination and yet
another failure for the clieant. The availability of this inform-
ation made it possible to institute immediate interventions
fn the form of instruction designed to develcp the needed skill
and /or courseling to correct misconceptions and attitude problems

When needed, a Project MEAL staff member accompanied the
client to his or her place of employment when a job tracking
contact had identified a problem that required further analysis
or on-site job coaching. One such visit was made when a job
tracking contact indicated that a client was about to be termin-
ated from' a position as a hotel maid. A discussion with the
client's supervisor soon identified the problem the client was
having 4in making beds. The supervisor explained the procedure
to the Project MEAL staff member who then demonstrated it to
the client. After a few attempts, the client was able to meet
the expected standard of performance. At the same time, the
supervisor was supplied with a procedure for further instructing
the client that could be used when additional training was need-
ed. The client became one of the housekeeping department's
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best employees, and was recognized at one time as “"employee
of the month."

Job tracking contacts were made on a weekly basis during
the first three weeks of employment. The frequency of contacts
was reduced to every other week during the next month and then
to once a month in those cases where the client was successfully
employed. Tracking continued for six months or until the client
was successfully transitioned to sustained employment.

Timely job tracking made it possible to develop an ongoing
relationship with key employers who have positions im which
future clients can be placed. These contacts make it possible
to identify additional job possibilities for cuxrent and future
clients. Early identification of difficulties clients were
having made it possible to assess the appropriateness of their
placements and to make needed reassignments. Early reassignment
of clients, when needed, helped insure the client's success
and helped keep the door open with the employer as a site where
other clients could be placed.

Feedback from employets regarding clients who were enrolled
in or who have completed the core training program was a valuable
source of the 1information needed to determine i1f the content

of this program was meeting the needs of the clients. Suggestions

received during tracking contacts provided an ongoing source
of information and ideas about needed modifications and additions
to the curriculunm.

Organization was a key step in effective job tracking.
This was facilitated by setting up a notebook that contained

all of the tracking records. The three forms shown on the follow-

ing pages were used during tracking.

The Job Tracker did two things as soon as a completed Job
Placement form was received from the Job Developer. The client's

nane and job identification data was filled in on a copy of

the "Job Tracking Record"” and the form was placed in the appro-
priate location in the tracker's notebook. Then the 45th and
60th days from the client's start date were determined and placed
in a tickler file. This sytem provided the informaticu needed
when it was time to let the client's vocational rehabilitation
counselor know about his or her progress.

Placement of the <client's Job Trackin Records form in
alphabetical order in a section of the tracker's notebook helped

facilitate systematic tracking of all clients. The only variation

to this procedure was the creation of notebook sections where
all of the Job Tracking Records for an employer who employs

several clients could be located. The Log of Job Placements
By Employer form was provided for use at the front of each em-
ployer's specifi: section of the notebook. Use of this form
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made it possible to quickly identify all of the clients who
could be tracked during one call to a contact person. It was
important to be organized so that all of the clients who need
to be tracked could be discussed during a single call to a contact
person., Several contact persons might need to be contacted
while tracking all of the clients placed with a large employer.

The Job Tracker completed the Tracking Feedback For Job
Developer form as each tracking contact was made for the day.
This record of the day's contacts provided immediate feedback
to the Job Developer regarding the status-on each client who
was employed. A four level status legend was used that included:
1) doing fine, 2) employer wants a call from the Job Developer,
3) client 1is on shaky ground - Job Developer needs to call,
and 4) RED ALERT - CALL NO¥ - client has been terminated or
was on the brink of being terminated. Tuis legend provided
the Job Developer and vther staff members with a means of quickly
identifying clients who needed assistance.
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Job Iracker |

R and D Training lustututes
Life Development Institute

JOB TRACKING RECORD

hhkkhkhkhkhhkhhhkhhkkhkrhkhkhkhkhhkhkhkkhkhkkkhkhkkhkhhkkkkhkhkhkhrkhkkhhkkhkkkkhkhkhkhkhhkkkxkhhhkhkkk

* *
* CLIENT'S NAME JOB START DATE *
*
* EMPLOYER ADDRESS PHONE :
*
* DVR COUNS PHONE 45th Day On Job *
* *
* Date 45th Day Call Made To Counselor _ 60th Day On Job :
*
* Follow Up Call Date Date Tracking Completed *
LR R g L L L L T g R Rl b EE bl L L oo mrsyropr oy o op oy g oy o oy gy o S
DATE TRACKER PERSON SPOKEN TO
RESPONSE :
DATE _ TRACKER - PERSON SPOKEN TO
RESPONSE :
DATE TRACKER PERSON SPOKEN TO
RESPONSE :
DATE TRACKER PERSON SPOKEN TO
RESPONSE :
DATE TRACKER PERSON SPOKEN TO
RESPONSE :
DATE “"TRACKER PERSON SPOKEN TO
RESPONSE:
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. . Job tracker
R and D Training Institutes ) '
Life Developnent Institute
LOG OF JOB PLACEMENTS (BY EMPLOYER) .
*******************************************************************************
* *
* EMPLOYER ADDRESS PHONE * '
* *
**********-A********************************************************************
Contact Date Date '
# Client's Name JoB Person Phone | Started Ended
L J
2. .
3, )
96 '
<4 -
inji

B ot 0 o o




- Jéb Tracker , .

' Rand D Traihing Institutes .
Life Development Institute ;
' TRACKING FEEDBACK FOR JOB DEVELOPER
************************************************:\'******************************
* *
l~, . * TRACKING DATE TRACKER :
N :
***k***************************************************************************
l # Client's Name Phone # | Status Remarks
1.
| 2.
3.
l 4. 5
' 3 |
6. i
| =
8.
I
' 10.
11.
l 12.
13.
| 14
15.
| z
. 16. i
l 17. i
18. .
I
l 20.
*******************************************************************************
*  STATUS LEGEND: *
' * 1. Doing fine 2. Employer wants call from job developer 3. Client on *
* shaky ground - Job developer needs to call 4. RED ALERT - CALL NOW - *
* client has been terminated or on the brink of being terminated. * '
l *******************************************************************************
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Chapter 11

Problems Encountered While
Conducting Project MEAL

Those who wish to develop a post-secondary level transition
orogram like Project MEAL can expect to cope with a wide range
of problems. Some of the problems encountered during Project
MEAL are examined in the following discussion.

Linkage Development

Considerable time was required for development of linkages
with agenciles that provide services for adolescents and young
adults who were experiencing transition problems. This develop-
mental activity requirad numerous personal contacts with public
school special educators and vocational rehabilitation coun-
selors. The relationships developed during these networking
efforts provided the basis for the referrals that were needed

to operate the program.

It was necessary to nurture these linkages following the
initial <contacts. Fafilure to do so usually resulted in rapid
deterioration of the relationship and lack of further contact
from these potential resources.

The development of linkages with potential referral sources
must be accompanied by development, of linkages with agencles
where the clients can be placed for training. These additional
linkages also mneed to 1involve development of contacts with
agencies that have the funds needed to pay for the client's
training. Jdentification of potential employers for future
clients also needs to be initiated well before the time when
the first client is ready for placement,

Jdentification of Prospective Clients

Early 4in Project MEAL, it became clear that there were
thousands of learning disabled adolescents who were nearing
the point where they would exit high school. Development of
the relationships with school officials that were needed to
have these individuals referred to the project proved to be
minimally productive. It proved to be easy to develop a congenial

professional relationship with these decision makers, and equally

difficult to generate referrals. It became clear that many
of these individuals did not view arranging for post-secondary
school transition services for their students to be a part of
their responsibilities.

This' problem was eventually resolved by arranging for the
schools to refer their students to their local office of the
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state vocational rehabilitation agency. The linkage developed
between Project MEAL and Vocational Rehabilitation resulted
{n the referra' of those clients who needed transition services

to the project.

Obtaining Documentation of the Clients' Handicaps

Uncertainty about the availability of funds to pay for
the training of many of the rehabilitation clients made it impos-
sible to determine if a client would enroll in the project urtil
the last minute. It was necessary, in a number of cases, to
admit such clients on the basis of an oral report of the evalua-
tions corducted by the referring agency.

It was sometimes difficult to obtain the documentation
that was to follow these oral referrals. This problem was grad-
ually resolved as the relationship with these agencies developed.

Operating A Residential Living Center

Operation of a residential living unit for learning disabdbled
and other handicapped adults was the greatest source of difficulty
during the project. While these problems were much like those
found in any group residence where young adults live, they proved
to be very demanding upon staff time.

In many cases, the clients who moved into the residential
living unit were experiencing their first taste of living away
from home. Their newly found freedom combined with the pressures
assoclated with 1living in an apartment with three other persons
i{s often difficult for clients to handle. Some clients require
considerable assistance in learning how to get along with others
and in learning to do their share in caring for the apartment,
preparing meals and maintaining themselves. Development of
these skills was emphasized in the core training curriculum.
Use of the residential unit as a laboratory for the training
program made it mnecessary for the clients to be in the process
of applying nmnewly learned skills on an ongoing basis. Doing
so was found to be unsettling for some clients.

Housing a population that is involved in making major atti-
tude and behavioral changes following years of anxiety-ridden
school attendance and job failure involves many problems. Some
clients tended to take this anxiety out by slamming doors, hitting
walls, etc. The physical damage to the facility that occurs
{n these cases can create considerable unanticipated maintenance
expenses. Those planning to operate residential living units
should include a greater than usual amount of funds for facility
maintenance. '




Liability Insurance

The rapid escalation of liability insurance premiums during
the project created an unanticipated drain on the budget. Such
insurance is a must for those who intend to of fer training and
housing for "at risk" adults.

Creation of a Pool of Hard-To-Place Individuals

Those who plan to develop a post-secondary transition service
program should be prepared to face the reality that they will
not be able to succeed in moving all clients from the training
phase of the program into fuli-time employment. They should
also realize that the nature of the jobs and job market are
not always conducive to continued employment of these indivi-

duals.

Those who fail to get or keep their jobs can require con-
tinued services over a much longer period of time than antici-
pated. These services fequire additional staff time, often
at the very time when plans suggest the staff members will be
available to work with new clients that have been recently admit-

ted to the program.

It is entirely possible that a pool of clients who are
difficult to place and keep on jobs will develop in the residen-
tial living unit as the program matures. These clients who
are often those with the most complex problems tend to want
to stay 4in the residential living unit while those who are suc-
cessfully employed are able to move into apartments near their
jobs. Failure of a portion of the clients to move on to indepen-
dent 1living outside the residential living unit can create prob-
lems of space availability as new clients are admitted to the
core training program.

Staff Burn-0ut

Conducting a post-secondary transition program like Project
MEAL 1is very demanding on the time and energlinrs of the staff
members. Those who anticipate 8:00 A.M. to 5:00 P.M. working
hours with regular breaks should not attempt to operate this
type of program. Those who have a strong need to have everything
happen where and as it 1is scheduled should carefully review
their motives' and suitability for involvement in such a labor
and interpersonal relationship intensive activity.

Staff burn-out must be anticipated and guarded against
before the first client 1s admitted- o a transition service
program like Project MEAL.
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Lack of Time For Marketing

The extensive dessands on the time of staff members that
are required to operate a transition service program like Project
MEAL leave little time for selling the program to others. The
conflict between the demands involved in providing day-to-day
services to clients who were already admitted with the need
to be actively 4involved in developing and maintaining linkages
and marketing the services offered by Project MEAL were particu-
larly problematic. Ideally, one sgstaff member would be assigned
to spend most of his or her time in this activity. The practical
aspects involved in operatiug with a 1limited budget made it
difficult to perform both of these tasks without slighting one.

Cash Flow

Those planning to develop a post-secondary transition program
for handicapped youth which is supported in large part by funds
frecm other agencies such as vocational rehabilitation face an
immediate cash flow delay. The costs of operating the program
begin accumulating even before a client enrolls in the program
and continue through the <clients' stay in the program. Staff
members and suppliers of food, utilities and consumable materials
and rent for the clients' housing have to be paid for on a regular
basis. Payment from most sponsors other than parents are based

-on services rendered. These funds wusually are not forwarded

to the R&D Training Institutes until the clients complete thelir
training.

This discrepancy between the time when the costs of services
must be paid out and the time when reimbursement is received
can quickly lead to the early demise of marginally funded tran-
sition service programs., The cash flow discrepancy can be eased
somewvhat by mnegotiating contracts with sponsoring agencies that
provide partial payment at intervals during the clients' enroll-
ment in the program. -

Documentation of Service Delivery

It was often difficult for staff members to find the time
needed to record the documentation needed to verify each client's
movement through Project MEAL, This was largely due to the
ongoing need for the staff to be actively involved in the delivery
of direct services to clients and the need for them to be actively
involved with the clients.,

The seriles of chack sheets that appear in this report were
prepared to facllitate documentation of critical activities
involved in each client's training program. Use of a check
sheet format greatly reduced the staff time needed for documenta-
tion of services and client progress.
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Staff Turnover

The high stress involved in providing services to clients
who have long histories of dependency on others and repeated
academic and/or job failure tends to accelerate job burn-out
and staff turnover. The sudden resignation and departure of
the secretary who was 1in charge of operating the computerized
case management system used at the R&D Training Institutes for
Project MEAL created several weeks of difficulty in accessing
this data Dbase. Whenever possible, morc than one staff member
should be proficient in entering and retrieving data from systems
of this type.
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| Chapter 12

Case Management System

A computerized case management system was developed and

I field tested during Project MEAL. Systematic, computerized
data storage and _—-etrieval became necessary as the number of
clients being served by Project MEAL and other R&D programs
increased. The Smart Data Base Manager (1986) software package

I developed by Innovative Software, Inc., of Lenexa, Kansas, was
used in designing ard operating this IBM-PC based management

system. H

The forms presented throughout this report were used to
gather the information which was entered into the case management
system. Thece forms were designed so that staff members could
quickly check off the necessary indicators of problems or progress i
with minimal expenditure of staff time. The paper and pencil '
records were kept as a backup for the computerized system.

The design of the case management sys’ .m included space
for entering a wide range of information «bout each client.
The software package makes it possible to conduct sorts for
each type of information or combinations ol information. For
example, printouts can be" generated which list those clients
who are receiving skill training, assigned to a case manager,
on medication, etc.

A copy of a printout of the ca ~ file for one of the R&D
Training Institute clients appears on the following pages.
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R&D Training Institutes,
Life Develaopment Iristitu

Case Maragement System

Name

Inc.
te

Last, Fi-st SENEYERETNNG
Client Number (SEEENNY

DVR Client #

Date of Eirth NN

Soc. Sec. Num.

Address GRS
City SR State AZ Zip CEZEES

Status

Referral 1 Active N On Hold
Clased 07/20/87
R & D Brad 0&6/86/87

Intake

Referral Recvd 06/06/86
Referral Souwrce DVR
Interviewed 0&/17/8€6
Fsych Eval Cmpl 04/10/86
Voo Eval Cmpltd 04/10/86
I.DT Acceptance 06/17/86
Eriter Core Frag. 07/07/86
Referral to DVR Q0/00/00

Other Referals SWEIRA FOR VOC TRAINING

Motes .

Farents

Last, First SEPrTTESEmm,

Fhone (602) SNSRI

Address SR

City SEENNS State RZ Zip Sl

Contacts

Case Marnager ROER CRAWFORD
Emergericy Cntact FATHER
Emergency Fhone (602! ISR
DVR Coaunselor SRy SR
DVR Counselor # Gl

DVR Unit 310D

Fhone (E02) (EDEEEINY

Others
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B, Jntad

.
“—— ‘- . - A | N ) d
- P PN

———— -
el




Financial Resonsibility

DVR Y NVR Parents Y O0OSVR Self !
Insurarce Ins. Conparny

Corporate Which Corp.

Fell Grant

Core Training: Wha DVR EBegin 07/07/86 End 03/06/86
Foods Who FPARENTS Begiry 07707786 Evd Q4/30/87

Fost Sec Frep: Who Begin QQ/00/00 End QQ/00/00
Housing: Who FARENTS Begin 07/07/86 - End Q04/30/87
Tutoring: UWho Begin 00/00/700 Envid 00/00/00
Trarnspertation: Who Begin Q0Q/00/00 End 00/7Q0/Q0
Skill Training: Who SWEIRA Begin 09/15/86 End 04/23/87

Other

Irisurance

e h B W M oA AR - B Ara— -

Health Ins. Co. BLUE CROSS/BLUE SHIE
policy # WANEES, GROUF #0002

Car Ins. Co.

Policy #

l Make
Podel
Year
' Serial # . ;

Disability

Frimary LEARNING DISARILITIES/LOW FUNC
Other

Frogram

Training Group 07/707/86

9 Week Frog: Entry Date 07/07/86 Date Clased 039/06/86
Fost Sec Prep: Entry Date' 00700700 Date Closed 00/00/700

Froject MEAL: Entry Date 03/15/86 Date Closed 01/83/787

Medication ]

Med Name(s) NONE

Self Mgt. R & D mMgt.

Fhysician

Family Physician €3S . D.
Fhone (608) 774-7345
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|
« Legal Froblems

Reconrd
Froblem
Erobation/Parcle:s  Eegin 00/00/00 Evd QQO/00/700
Frobation Oficr. .
frcb. OFFf. FPhone (000) 0GO-0000
Report on file

Restituticn Fee

Monthly Rest Amt

Restituticon Date 00/00/00

IETER

Completed 07/14/86
Revision Dates
Notes

Core FProgram

Entry 07/07/86

Cmpl Level 1 07/18/86
Cmpl Level II 08/15/86
Cmpl Level. 111 03/06/86
Cmpl Level IV 03/06/86
Core Prog Grad 06/26/87
Termination 0G/700/700
Term. Reason

Tuteoring

Tutaor

Began 00/00/00
Ended Q0/00/00
Frablem

Ncotes

Job Develaopment

Job Developer GEORGE ROYEAL
Flan SEE IETEF

Flav Completed 07/14/87

Revisicn Dates
Motes
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Job Placement

Job 41 10 KEY OFERATOR
Date Flaced 05/04/87 °
Date Enided 00Q/00/00
Reason Ended

Job #E

Date Flaced 00/00/00
Date Ended Q0/00/00
Reascn Ended

Job #3

Date Flaced 00/00/00
Date Ended 00/00/00
Reasort Ended

Training

Training Plan ATTEMDING MARICOFA SKILL CENTER — RETARILING CASHIER/EANKI
FROGRAM

Began 09/15/86

Ended 04/23/87
Reascon Ended GRADUATED

Job Tracking

Job Tracker JEFF CLAUSSEN
Client’s Job 10 KEY -OPERATOR
Company GEEAEEEEIENNSES
Fay Rate S5.28/HR

Supervisor CATHY

Start 05/04/87

Fercent Time 100

Temination 00/00/700

Reason Termed

Notes
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Chapter 13

Evaluation of Project Effectiveness
By Dr. Larry A. Faas ’
Project Evaluator

This evaluation is based upon a reviéw of the Project MEAL
training sequence, files of the clients who were served by the
project, documentation of services, training and job successes
of those who were enroiled in the project. It is also based
on observations made during visits to project classes, staffings,
staff meeting, s£ssessment team meetings, advisory board meetings,
and information gathered during interviews with project staff

me thers .

Population Served

Review of the histories and evaluation reports of the Project
MEAL clients indicated that the clients were high risk individuals
with learning disabilities and related problems. Enrollment
in the project appears to have been a last chance for many of
these clients who had “failed repeatedly in various jobs =2nd
other rehabilitation and training programs. Admission of many
of these clients involved considerable risk. ’

Curricular Effectiveness

The core training program curriculum was defined, field
tested, refined and found to be effective. Major attitude changes
and improvements 4{in employability skills were noted as a result
of participation im the project.

Tutorial Program Effectiveness

Major problems were encountered in this area in terms of
scheduling and the need for such a wide range of materials that
the cost of their procurement would have been prohibitive.
The scars created by years of academic failure during the clients’
school years was very apparent in the open reluctance of many
of the clients to participate in anything that looked like school.

The most effective strategy used during tutoring sessions
conducted at the project site involved concentrating on tasks
identified by the clients as their areas of need. The resistance
to academic tasks selected by the tutor disappeared when remedial
assistance focused on problems clients identified. ’

The most effective tutoring occurred while clients were
enrolled at the Maricopa Skill Center. This assistance which
was provided in the center's Learning Center focused on academic
problems identified by instructors in the skill development
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classes. Cliants readily accepted this assistance when it became
clear to them that development of these job-related skills was
needed for thefr. job success. The resistance to tutoring and
remedial materials availability problems were effectively resolved
by development of the linkage with the “.earning Center.

Participation in Project HMEAL §

Forty-one clients were admitted to Project MEAL. The status
of these individuals on September 30, 1987, was as follows:

Status # %
Completed Program ) ) 25 61.0 .
Terminated 11 26.8 !
Still Active in Program S 12,2 ;
!
Totai Admitted 41

Eighty-three percent of the subjects had completed Project
MEAL or were <continuing 4in R&D Training Institute programs om
September 30, 1987, when the project officially ended. .

Reasons Clients Left or Here Terminated . .

The reasons clients who did not complete Project MEAL prior
to exiting the program were as follows:

Reason No. of Clients

Left to have surgery

Medical Problem

Substance Abuse

Homesickness

Legal Problen

Experimental Admission That Didn't Work Out
Emotional/Behavior Problem

lwbﬂh‘uldhhH

Total . 11 (26.8%) °

One of those who left the program was a Native American
client who returned to his home reservation where he obtained
emp loyment. Another who was homesick returned to her out of
state home. -
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Effectiveness of Job Placement

Examination of the effectiveness of the job placements
of the 25 clients who had completed Project MEAL indicated that
their employment status on September 30, 1987, was as follows:

Employment Status # %
Employed 23 92
Continuing Training 1 4
Looking For A Job 1 4
Total 25 100

The average wage of the 23 empioyed clients who completed
Project MEAL was $4.78 per hour. The six clients who exited
the project before completing it, who were employed were earning
an average of $4.64 an hour.

The employment status of the 11 clients who exited Project
MEAL prior to completing the program was as follows on September
30, 1987:

Status # %
Employed 6 55
Student Community College 1 9
Unemployed 2 18
Lost Contact With Client 2 18
Total 11 100

Number of jobs held since completing Project MEAL is shown
below for the 23 clients who were employed on September 30,

1987:

# Of Jobs Held Since Completion # Clients 7%
One ) 13 57
Two ; 8 35
Three . 23 . 8
Total 23 100
110
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Overall Effectiveness of Project MEAL

Review of the accomplishments of Project MEAL indicates
that an effective post-secondary transition model for learning
disabled adults has been developed and field tested. Its use
with high risk clients who. had histories of repeated failure
and unemployment resulted in a 92% successful placement and
employment rate among program completers.

The high success level found among clients who completed
Project MEAL indicates that the employability of -unemployed
learning disabled adults cdn be changed dramatically through
training provided after exiting high school. The Project MEAL
model is recommended for replication.
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