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. FOREWORD

Technical Assistance for Employment and Tralning Program:
Overview describes sixteen products and services developed for
the U.S. Department of Labor's Office of Youth Programs. These
products and services are intended to comprise a "full-service”
technical assistance model that can be used by the employment and
training coinnunlity to better meet the training needs of staff and )
CETA-eligible youth and adults.

The contributions of the Fort Wavne (Indiana) Area Consortium
Philadelphia Otfice of Bnployment and Training and Kentucky
Balance of State Prime Sponsor are gratefully acknowledged. These
sites participated in the planning and pilot testing of selected
products and services.

Appreciatlon algo 1s expressed to project staff. Brian
Fitch, Program Director, was the major author. Other staff
members include Sandra Pritz. Program Associate; Robert Bhaerman,
Research Specialist; Bettina Lankard. Program Associate; Gale
Zahniser, Program Associate; and William Goldwalir, Research
sSpecialist. -~

: Robert - E. Taylor
. Executive Director
) The National Center for Research
o . in VYocational Education




EXECUTIVE SUMMARY

-,

Under contract with the Office Oof Youth Proygrams, U.S.
Department of Labor, the National Center for Research 1n vocational
Education has developed and tested a model technical assistance
program of products and services for CETA prime sponsSors. The
National Center worked closely with three prime sponsor pilot
sites to identify their technicdl-assistance needs. These needs
.were reviewed by a project advisory commnittee consisting of
‘representatives of CETA, education, community-based
organizations, and the private sector to ensure that the products
and services provided would be uscetul nationally.

Accordingly, staff training programs, implementation
guidelines, and curricula have becn develobked to help prime
sponsors improve theilr setrvices and use thelr resources more
efficiently. The sixteen broducts and services provided meet
major needs in planning; intake and assessment; career
orientation and planning; employability and job retention skills
training; occupatlonal skill training; -and placement, follow-up.,
and follow-through. g

This overview booklet describes the goals and components of
the technical assistance model, and detailed information is
provided fo¥ each of the products .and services avallable.

- Endorsements of the program's effectiveness are included, as well
as information about availability of the products and services.




L " INTRODUCNION . ‘ ~

Overvigg_of the National Center

. The National Center for Research in Vocational Education has
been 1nvolved with employment and training progyrams for more than
sixteen years. During this time, the National Center has.
provided resear?x, development, evaluation, staff training. and
-technical -assistance for CETA prime sponsors; business, industry.
and labor; schools; and agencies of local, state, and federal
government.

More. than 300 permanent employees at the National Center work
on the eilghty to ninety projects that are canducted annually. The
staff is organized into seven operating divisions in order to
meet the specific neads of 1ts sponsors. These divisions are:

Re search, Development, Evaluation and Policy., Special Projects.
Intormation Systems, Personnel Development:. and International.

,

Funds for the National Center's activities come from such
sponsors.as the U.S. Department of Labor (DOL), U.S. Department
of Education, the Hational Institute of Education, state
departments of education. local school districts, private .
industry and business, and nonprofit institutions and
organizations.

Technical Assistance Model

The National Center for Research in Vocatinnal Education:
while under contract with the Department of Labor, developed a
technical assistance model and services for use by the employment
,and training comnunity. The model 15 bascd on the technical
assistance necds identified by selected CETA prime sponsors,
private industry councils, service providers, state manpower
personnel., regional management assistance staff members, and
fecderal representatives.




GOALS AND. COMPONENTS OF THE MODEL

N

The general goals of the Cechnlcal dsslistance and tralnlng
model are to: 8

l. Improve thelcapacity of the ,CETA system to provide
high quality training to yduth and adults

2. Foster 1mproved linkag;E between agencies so that
training can respond tO the needs ©f proygyram
participants and the labor market demdnds of the
community

Develop -farther, through pilot testing of the
technical assistance and training model, the
capacity of the National Center to serve as a
provider of technical assistance to members of
the employment and training community

The goals of the model-were achieved by developing sixteen
products and services that are designed to meet major technical
assistance needs. These components are overviewed on the
following page. '

PRODUCTS AND SE&VICES

Sixteen products and services are availlabkle to the employment
and training community from the Natiomal Cent2r. The following
sections p;bvide information about _.each product and service,
consisting of an overview, statement of purpose and ob]ectlves;f
and descrlptlon of services. )

Working With Service Deliverers

Qverview

The Request for Proposal (RFP) 1s one of the most important‘#
documents ever written by an employment and training agency. The
RFP should be based on the agency's plan for providing trainiling
and services and be written in such a way that potential service
providers will be completely responsive when developing their
proposals. .

Problems sometimes arise 1n  the RFP and proposal development
Process, however. Examples of such problems are (1) the RFP does
not adequately reflect the ayency's plan; (2) the RFP does not
call for descriptions of programs that can be pmeasured in tevmns
of outcomes for participants; (3) potential service

2
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CETA TECHN[[AL nss:srnutr COMPONENTS
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Juscription of Products
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Al products ond services include a staff training component
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- Purpose and Objectives w

o .
providers have difficulty writing proposals that are responsivae
to the RFP; (4) proposals that are written do not provide the
basis for progyram monitering and evaluation; and (5) the -
sponsoring agency doés not have a uniform prOLess for 9va1uat1ng
the strengths and weaknesses ol proposals

\

The National Center olfers a combination of s#rvices to
assist the statl ot employment and training agencies in £he
rdevelopment of RFPs and evaluation ol proposals, and also to
S ass1st potential scrvice wroviders with the development ot
proposals.

Fl . -

“In working with employment and tralning agencies, the National

Center assists agency 'stalf to-- ' ’

e comfiunicate the necd fovr programs and scrvices
in a clear and concise manner in the RFP;

include in the REP specific regquirements for
goals, objectives, progyram activities, evaluation
procedures, and budgets; and’

plan asuniform and comprehensive evaluation of
proposals that are received,

The Hational Center also assists potential service prouldcrs
ln-—-—

identifying the need that the sponsoring agéncy
has and the specific problems that must be
selved; ‘ :

developing gnals, objectives, proygram act1v1t1es,
evaluation procedures, -and budgets that Are
performance based and represent the outcomes

that are to be’ achieved with participants;

considering linkajes with other service providers
that 1ld improve the experiences offered to
participants and reduce the overall cost of
program implementation.

Description of Services

—_-—/
~The National Center provides a combination of staff training
and 1ndividual consultation to meet the nueds of employnent and
training agencies ahd service providers.

]




Asglsbing with the development ot Lhe REP and with evaluation
. . ol proposals usually vreguives o period of seoyeral months.  Durbing
Lizts time the National Center meets with stafl membeUs tO deter-
mine the purpose ol the RFP. and problems likely to be encountered
in weitting 1t, conducts large and small group training seéssions,
reviews the document in draft stage and recommends modifications
as necessary, prepares proposal evaluation procedures and guide-
linzs, and participates in proposal evaluation if so requested,

Assistancg: to service providers usually is given in a
workshop <etting where provisions of the RFP are reviewed and
specitfic training is glven Lor proposal developoaent. Procedures,
teahnligues, and oxamples are prescented tor writing all parts of
the proposal, Workshop participants actually draft sactions OF
their proposals Auring the workshop and recelve asslstance and
critiygues. The workshop usually reyuires one to three days
depaending on the scope of the RFP and tne needs of the staff to
be trained, Follow-up assistance :can be provided after the

. workshop 1t necessary. ) . ]
. l
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Querview

The guestion of using new information 18 addressed 1n the

Knowledge Development Workshops conducted by the National Center

for Research 1n Vocational Education. These tralning sessions
enable staff of employment and training agenclies to pse the

U.8. Department ¢f Labor's Knowledywe Development Reports and
related materials for problem solving and action planning. The
topics of the workshobk are selected by the participants who make
t..eir needs and interests known before the workshops actually
begin. The workshop sessions. are 1ntended to "pull"

together" and make some "sense" Of the massive amount of
information included in the reports. Much of the available
information applies to adults as well as youth.

The reports are grouped 1n twelve categories: (1) Knowledge
Development Framework, (2) Rescarch on Youth Employment and
Employability Development, (3} Program Evaluations, {4} Service
and Participant Mix, (5) Bducation and Training Approaches, (§)
Pre-Employment and Transition Services, (7) Youth Work
Experience, (8) Implementation Issues, (9) Design and
Organizational Alternatives, (10} Special Needs Groups, (11}

Innovative Approaches, and (l2) Institutional Linkages. For each

of these categories a number of significant findings exist.
Workshop staff members present these findings in a succinct way
by ‘providing an overview of the significant conclusions in the
reports and specific strategies and technigues that have proved
successtul for both in-school and out-of-school youth in
employment and training programs. The focus, however, 1s not
solely on youth; other taryet populations are included.

Purpose and Objectives AN

The specific purposes of the workshops are (l) to bresent a
brief background explanation of the Knowledge Development effort
of the Office ©f Youth Programs, (2} to present an in-~depth
review and synthesis of the Knowledge Development Reports 1in
areas 0f concern to the workshow pParticipants, and--based upon
this anhalysls--(3) to develop action plans in order to solve
prob lems of concern to the participants.

In light of the growing emphasis on program accountability
and cost-effectiveness, 1t 1s important that employment and
training agency staff be aware of significant research findings
and be able to apply them locally.

T -.,.-P".'




Description of Services

The workshop 1tself, which can be structured 1n either a one-
or two-~day format, begins with a general discussion of the
problem areas identified 1n advance by the participants. 1In
small group sessions: the focus aquickly turns to problem solving.
The participants list the problems that they face for which they
hope to find solutions during the workshop. Then they review
excerpts of the Knowledge Developmment Reports and other materials
and take notes about any potential problem solutions. Problem
solviny includes the following steps:

e Identify participants and their needs.
e List options that are available to you.
List positive and negative points of each option.

Decide on the appropriate strategy to meet the
needs and the resources that arc necessaty to
employ that strategy.
i ) .

e List the steps needed to i1mplement the strategy.

Time is spent on drafting action plans by individuals or ,
small groups with common problems. The final workshop activity
1s a large group session in which participants share their plans

and summarize thelr next steps.
The specific materials used 1n the workshop are as follows:

e Background Information on the Knowledge Development
Reports. This product 1ncludes a brief description
of the goals of the knowledge development effort. a
list of the twelve categories of the reports, titles
of the reports: brief abstracts, ordering i1information,
and a list of important supplementary reading and
discussion materials. (25 pp.)

Excerpts from the Knowledge Development Reports.
Depending on the topic: these excerpts 1nclude between
twelve to fifteen relevant portions from the reports.
The criteria for their inclusion are theilr relevance
and timeliness to the problems previously ident}fied
by the participants. This "raw material” prdvides
useful background information for the problem~-solving
and action-planning apptroach. (75 to 100 pp.) '




In this material, the particivants will tind usctul strateyties
Jdnd techhiques as well as important tindlngs and conclusions
that otter ideas ~nd insights to assist them in their day-to-day

work.
In addition, supplementary materials prepared by the National

{enter are avallable to workshop pavticipants., The following
three Information Resource Packels are used:

® Planninyg and Operations
® Intake, Assessment, and Caveer Exploration
e Tratining, Placement and Follow-Up
Three items have been prepaved for cach of the three toplics:.

e "Strateyles"~-concise statements from recent research
on some of the more effective techniques for dealing
with the issues noted above (4 ph.)

"Conclusions"--findinys from some of the relevant
mejor studies in the variocus areas of employment and
training (8 pPi.)

"Publications"-~priel abstracts of the major research
and development studies that have appeared in the past

few years in these areas (20 pp.)

Other Information Resource Packets in areas itdentified by the =
participants can be developed as they make their needs and
interests xnown to the workshop staff.




Guidelines for Developing and Using‘

Lvervicw

Tnis service 1s designed to provide employment and training
projran planners and mnanagers with a. strdéngthened capaclity to
Jdueyelop programs that are attuned ¢losely to the needs of local
employers and labor market conditions, This is done by helpling
prlanners, nmanagers, and others involved with prograe design and
implenentation to place increased emphasis on the use of labor
market information for planning and operational purposes. As a
means for doinyg this, the work of this project is directed to the
[ocal aduaptation and implementation of two tools. One is a set
of guldelines and procedures.for conducting a comprehensive,
locai labor market analyslis. The second 1S a set of yuidelines
and procedures for developing an operational plan for meeting an
ageney's labor market 1nformation needs,

Purpose and Objectives

The sa2rvice has as its overall yoal the improvement of the -~
quality of labor market 1nformation that iLs used to determine the
mix of proygrams and services offered to a local area's
zeonomically disadvantaged and unemployed population. This goal
15 aceroplished by Eulfilling the following objectives:

L.  Improve the quality of local level data that are
collected {including data required ny federal
nandates and information needed Eor agency
planning.and operations),

Broaden the analysis which agency personnel
conduct of local, state, and national labor
market conditions affecting proyram performance.

Clarify the picture which agency personnel
hold of the local labor force via 1mproved
data collection and analysis.

Develop an oryanization-wide operational plan
for the use of labor market 1nformation.

Description of services
The objectives are realilzed by workinmgjy on a one-to-one basis
with stabl wembers of a particular agency. Problewn arcas rzlated




to labor market i1ntormation are diaynosed jointly. Likewise,
solutions designed to address the problems are developed through
discussions and wmutual assessments made by National Center staft
and agency personnel. This 1S done because agency staff ulti-
mately are resvonsible for i1nplementing the operational plan and
cenducting the comprehensive analysis. Project statf provide
technical assistance and staff training for the developmental
portions of the work. However, once the guidelines and
procedures are established, tinal realization of the objectives
rests with the agency itself.

The service is conducted primarily on-site and consists of
two Jdistinct wlements: assessment ot data collection procedures

and T T

Nationali Center staff lnltlally spend time working directly
with agency staft members respounsible for labor market
infornation. 1In this way, National Center members gailn a clear
id2a of tne specifilc tasks and responsibilities 1n which ayency
personnel are involved. Aalso, Jata collection, analysis, and
Intuerpretation vrocedure:s are closely examined. Statf members
from outside ayencies such as the local chamber of commerce and
economic development planning comnissions are visited so that
their data collection and analysis efforts can be examined. Once
these tasks are completed, National Center and agency staff use
the information that has been gathered to determine (1) problem
arwas with the agency's data collection, analysis, and
interpretation procedures; (2) steps which need to he taken to
addrass the problem areas:; and (3) essential components of a
comprehensive labor market analysis for the area.

’

The second element of the scope of work can ovccur simulta-
neously with the assessment of data collection procedures. The
field work focuses on discussions and interviews held with the
Agency director and other selected statf members. Short- and
longy-term agency goals are discuerned and needs for labor narket
inforination determined. Also, mectings are held with individuals
in other agencies who are able to provide information about the
signiticant weconomic problems of tihe area and the major
enployment-related problems of the economically disadvantayed
vopulation. Atter this work 1s completed, the information
Jathered is5 used to prepare an outline for using labor market
intoraation on an agency-wide basis. Additionally, the
vrocedures for developing the outline are docunanted so that
aJency stafbt can update the plan on an annual basis.




Description of Product and Services

The guidebook 1s divided into three parts. The first
section, “Defining Ehe Issues," explains the purposes of the
book, detines key terms, and presents an introductory discussion
of 3uch questions as these:

o What are the different types of apprenticeship and
preapprenticeship programs?

wWhat are apprenticeship standards?

What are the major benefits of apprenticeship and
barriers to coordination?

In the second :rection, the action planning guidelines are
detailed; si1x essential tasks and {orty-five specific activities
(subtasks) are i1dentified. The.final section includes several
appendixes dealing with such background 1i:-formation items as
sample designs of apprenticeships in two industries, federal laws
and regulations affecting the employment of apprentices, and
addresses of federal, regional, and state agencies dealing with
apprentices. 1In addition, numdrous descriptions of
apprenticeship programs are included in the appendixes.
Extensive reading lists also are provided throughout the
guidebook. .

The Juidebook also includes action klanning worksheets. As’
noted in the duidebook, developing and implementing
apprenticeships are conplex activities. The worksheets are
intended to help planners, intake specialists, and counselors
develop a program based upPon analysis of a number of 1mportant
elements in the entire process. For each of the specific
subtasks, the user develops the procedures that should be
followed locally.

The National Center offers training to assist agency staff
with the development of apprenticeship linkages. Apprenticeships
1n Employment and Training Programs: An-Action Planning Guidebook
1s provided to all participating staff members.




Qverview

As the introductory step:. the intake process 1is the first
interaction point between the CETA program and the participant.
The basic purpose of intake 1s to determine who is eligible for
CETA proygrams and who is not. This sounds straightforward and
routine; in reality, however, it is a complex task.

An effective intake system calls for more than simply
determining eligibility. 1t sets the stage for what the client
can expect from the prodgram and, ¢onversely, what expectations
the program has of participants. 1t is the introductory:-phase
and, as such: includes outreach or recruitment of potential
applicants, orientation to CETA and possibly to the world of
work, as well as eligibility determination. It prepares the
clients Eor assessment: development of their Enployability
Davelopment Plans (EDP), and placement in training or employment.

Many CETA prime sponsors have experienced problems in
organizing and administering their intake progyrams. These
rroblems are difficult to avoid because there are-often
conflicting needs, such as participant interest and ability
versus training and employment openingsS. These problems are not
surprising; they parallel problems that all people encounter in -
preparing for productive work. A major difference, however., is
that CETA participants usually have limited options available to
them. Thus, a major challenge  for those responsible for the
intake process 1s to help all potential participants in their
occupational planninyg, whether their next -steps are within CETA
or putside. There rarely is time for in-depth planning at this
point, but efforts can be made to make intake far more than a
mechanical forms-completion process,

Purposes and Objectives

The purposes of the National Center's one product and
several services relative to intake are twofold: (1) to identify
problems and pitfalls commonly experienced in the area af intake
and (2) to provide examples of mgdels and strategies to help the
1ntake system operate more effectively.

Upon completion ¢of the gulaebook on -intake and related
traininy, CETA staff will be able to--




identify common problems often experienced in the
intake Process;

cite examples of intake strategies employed by
various CETA programs;

identify advantages and dJdisadvantages of dltterent
types of intake systems; and

outline and develop appropriate intake processes
for their individual settings.

Description of Product and_Services

The guidebook is designed to be an easy to use reference
document for those involved in establishing or modifying their
intake programs. The intake process is presented as an integral
part of the participant’s experience and the reader 1s Cchallenged
to view intake as the first step of a developmental process
rather than a routine application and i1nterview experience.

The document includes descriptions of various approaches to
intake, and thus the reader will be able to see the advantages
and disadvantages of different types of intake systems. It is
designed to be a practical quide. one that helps the readers make
application of examples to their own unlqgue settings.

The National Center olfers training to help CETA staff
analyze the intake system and then modify 1t as necessary.
Duration and specific objectives of thé training are based on the
needs identified by the employment and training agency. The
Juidebook is provided as part of the training.




Testiny

OVGEV iew

Tebt1ng in u“aloymenL_qgg TLd1n1ng _Programs: An Actlon
,Pldnnlng Guicebook provides an und:rstanding of eijht essential
tasks in Uldnglnj qand implencnting a testiag and assessuent

program. The tasks are as follows:

Task L: Task 2: Task 3: Task 4:
Fstabiishing Analyzing Analyzing Examininy
the assessment pAartlcipants’| | program services testing
pProgran newds resources

N I ¢ /

Task O
Selecting tests that--
.are compatible with gouals of the agency’
are approprlate L[or participants
are reluvant to program services
provide sullbicient intormation in tcrug ot
purposes tor which they are to be used

¥

Task 6:
Setting test specitications=-for individuals and grouwps

Y

Task 7:
Using tests as tools for gathering information--
® administering e adapting to participants
® Scoring e wretesting
e Intoerureting

v

Task 3:

sing test results--
e planning EDPs
e counseling and instructing
® reporting to partigipants «and wrpiting other reports,
as needed ) '
evaluating programs and planning additional program
snorvices




PAFulToxt Provided by ERIC

The most important concaept stressed rejarding the eight
tasks is that they do not necessarily follow a rigid time
pattern; that i1s, edch should be considered as an ongoing task,
Establishing the proyram, for example, does not mean that the
agency's goals are "wriktten in concrete,” Obviously, one should
e flexible since the neceds of ayencies change as as do the ncels
ot wndividuals. Similarly, examiningy and selecting tests ave
co1klnuous tasks. Using tests and test resulbs are not the last
two steps of the process but are simply part of an.unending chain

-of activities tirat should lead to the onygoiny development of

asscssuent, yuidancs, training, pPlacement, and other program
elements., ‘ )

urue es and Objectives

The guidebook 1s intended tor use by employment and training
staft, especirally test coordinators and administrators,
counselors, and instructors. The format, set up Lo allow yuick
dsage and spot checking, provides these audiences with an
understandiagy OF what tasks need to be addgessed and why. thay
sinuld be considered,

Some of the major concerns addressed in the guldebook
include: thg testing 1nstrunents that should be used Eor
specific measurement areas and the critevia cthat should be used
to select and use tests and interpret the results. The
guldelines and sugyusted activities will be useful in answering
these and simllar questions that practitloners raise., The
guldelines were devived from a synthesis Of literature written on
this topic during the past few years. Tthey are intended to
vrovide principles by which to wmake judgments or determine a
course of actlon; hence, the. tera "action=planning gyuildelines" 1is
used., In light of the recent eamphasis on education and
world-of-work relationships, concrete sugyestions for orogram
planning and implementatlon 1n thils area are vital.

Description of Product and Services

The gulidebook 1s divided into three parts., The fiest
section, "Defining the Issues,” explains the purposes of the
book, detines key terins, and presents an introductory discussion
of such guestions as Why should we test? and What kinds of tesks
are available? In the second sectilon, the action plannlng
guidelines are datailed; oight essential tasks and s1xty-seven
specitic activities (subtasks) are identified., The Einal s2ction
includes five extensive appendixes called "Exploring Tests and
Test Systems.” In tnese appenlixes, test descriptions are
Jrovided for seventy-Llour tests including paper-and-pencil




devices, comprehensive test batteries, rating scales.
inventories, the work sample approach:. and many others. The
descriptions include ample detail about the test formats, the
stage of development of the instruments, possible applications in
an employment and training situation, and the addresses of test
publishers. In addition., extensive reading lists are provided,
as are responses from a survey of test users. A number of
relevant standards for educational and psychological tests
developed by the American Psychological Assaciation also are
1ncluded.

As noted in the guidebook. tesiing 1s a complex activity--in
some ways an arkt, 1n some ways a science. Action planning
worksheets are provided to assist test users 1in developing a
program basced upon analysis of a number of important elements in
the entire process. For each of the specific subtasks, the user
determines the stepsS that should be taken locally. '

The National Center offers workshops on the topic of testing.
Assistance 1s provided to workshop participants as they apply the
information in the Action Planning Guidebook to their own local
situations.




Counseling and Developiny Bugngability_ggvelopment Plans

OQueryview

The Employability bevelopment Plan (EDP), 1E used properly.
¢an be an eftective and expedient tool Lor ensuring that
pacrticipants obtain optimal benefits from their training and
jub placements,

The guidebook, Bmployability Development Plans: Counseling
Pacrticipants and Developing EDPs, combines the critical elements
ot quidance and counscling with the varied training activities
and services provided through CETA. It contains guidelines that
are designed to assist the program pacticipant in becoming more
competitive in the labor wmacket. -

The dovelopuent of an EDP 1s commonly viewed as a burdensome
and time-consuming cequiremsent ol little, if any, value. '
However, when integrated 1nto & systems approach, the EDP secrves
as an aid for counsclors to guilde pacticipants through the
assessment, training, and placement phases of an employment and
tcainlng progyram. The diagram shown below depicts how the EDP
links the three phases together.

e
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The guidebook prosents the EDP as a method whereby the
participant, counselor, and others may detz2rmine the most
appropriate mix of programs and scrvices: to enhance the
participant’'s employability. Essentially, the participant signs a
contract {the EDP} tou ilmprove opportunities tor unsabsidized
employmgent. Thls contract or plan integrates the particlpant's
Lnterg%ta, potkntlal, and abilities with the employment and
training agency's capabilities to meet spec1E1c labor marcket
needs.,

L

.

N

Purpose and Objectives _
e

The overall purpose of the jguidebook 1s to provide a
straightforward set of proceddres that a LounauLor can follow in
preparing and updating an BEDP. o~

.
s

The guidebook empha51zps ‘the 1mportance of using a team
approach for improving  the employablllty of proygram partluloantﬁ.'
The gutdebook does not prescribe additional paperwork for” the
counselor; instead, it provides meaning and direction for
paperwork. :

- -

Development of the handbook was yulded by the following Eive
objectives:

1. To estabdlish a relationship among the various
comwonents of an employaent and tralning
proyram i )

A . .6 »
To define roles and responsibilities 1n the EDP
process for counselors, participants, lastguctors,
and otner staft .
. I .p.n
1o establish a rationale for placing a partlulpant
in a spec1t1c program or service

To actively involve particlpants 1n the development
of thelir cageer yoals
]

f0 ensure that career Juldance and counseling 1s
an inteyral part of the participant's, EDP:
. - s .

t

" pescription of Product and Services

o

The guidebook addresses the following tasks:?

-
1




‘ Task 1:
Recognlze Principles tor Counseling
Progyram pParticipants

Task 2:
Prepare to Develop the EDP

B!

Task 3:
Obtain Basic Information for the EDP
Form and Orient the pParticipant

2

Task 4: ‘ _
Analyze the Participant's Specific Needs
and Design a Program to Meét Them

!

Task 5:
Assess the Participant's Proygress

Task 6:
Provide Placement and Transitional Counsecling

A model EDP and diyections for 1ts use are included.

The National. Center offers traininy to help CETA staft
analyze the major elements of the EDP process and then to revise
Eh2lr OWn process a8 necessdary. The specific objectives and
Juration of training are based on the nceceds of staff in the .
particular agency. The guidebook 1syprovided as part of the
training. - i - ’

-

-




Orientation to the wWorld of Work

gverview

Orientation to the World of Work 1s a proyram to help prepare
participants for enthusiastic involvement in career decision
making, planning, occupational. skill training, and related

occeupatlonal preparation.

Purpose and Objectives

T program is designed Bo acyuaint partlcelpants witiv factors
that niluence their abilities to tind and retain jobs that are
personally satisfying and rewarding to them. The proyram 1s
Intended tor use by participants who haye little or no
understanding of work or the reason for working.

The followiny topics are subjects Eor learning. Activities
are structured around these topics and should result in the
Mmeasurable participant outcoues that are listed below.

i

1. Motivation tor Work }
A. Participants identify ways in which work
satisfies their personal needs.

Partivipants identity ways in which-work
benefits society.

Participants identify job characteristics
that mect personal needs.

Participants identify ways to inake work

motivating.
L=

waork Opportunities

A. Participants itdentify roles of people who work
in organizations,
Participants identify benefits and drawbacks of

working 1n oryanizations.

Participants identify benefits and drawbacks of
being self-employed. - -

Participants compare woarking in orgyanizations
to being scelf-employed as a means of considering
which wptions wmay be best Eor them.
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Irr.

Iv.

A

V.

VI.

Career Planning and Decision Making

A.

Participants Ldentlty ways in whl{h career ChOlLeb
have an influence on life.

l. On life style-=how and where one lives;
how the person 1s perceived by others

2. On self--how work is consistent with
values, attitudes, and goals

Participants identify ways in which career choices
have an influence on employment.

1. How the employment outlook for an occupation
affects one's choice of work and the
possibilities for employment

How educational or training requirements
affect a personal ability to pursue and
succeed in a Jjob

Participants ldentify ways 1n which career choices
impact on job fulfillment.

l. How one's choice influences success or
failure

2. How a career choice affects personal
enjoyment and satisfaction

Employability Development

A.

B.

A.

B.

Participants idehtiEy factors that atfect
employability.

Participants state reasons why it iIs important
for workers to acguire cemployability skills.

Persvonal VvValue and Sell-Worth

racrticipants identifytpersonal strengyths and
ways to capitalize on tnose qualities,

Participants relate personal experiences., skills,
interests, and so torth.

Dealing with Contlict

Al

Participants identify lnqtances when conflict
exists.




Participants tdentity strategics for copling
with conftlict. .

Participants demonbtratn technigues for coping
with conflict.

Coping with Change

A, Participants identify ways in which current
events affect lives and work of people.

B. Participants identify attitudes that lnfluence
one's outlook about chanye.

Participants identify strategies for dealing
with change.

Participants identify skills that are transferable
in a changing job market.

Description of Product and Services

The products provided are a participant's manual and an
instructor's guide for implementation. Materials are
individualized and allow tor the program to be administered on an
open-entry., open-exit basis. Criteria are established for each
topic so that instructors may evaluate participants' achievement
of objectives. The illustrated instructional materials are
written at the third-grade reading level, with the exception of
specific occupational terminology. When such terminology is
used, definitions are provided to enable participants to use the
materials productively.

The program requires approximately twenty hours of instruc-
tion. One instructor is sufficient for a class of fifteen to
twenty participants. Counsgselors should have access to: and he
involved in, the assessment of participants so that adequate
consideration can be given to updating the Employability-
Development Plans (EDPs)

I T Nattcnﬁr‘tenter of fers the etaff training and instruc-

tional materidls needed to implement the program. Between one
and one-and~a-half days should be sufficient for staff development,
depending on the needs of the agency being served.




. Occupational Planning and Decision_Making

Qverview

Occupational plannindg and decision making are very
important parts of the overall career development process. The
first step in c¢areer planning 1S to learn how to analyze personal
interests and abilities. The individual then gathers information
about various occupdtions and relates this information to the
emerging personal profile. This new knowledge is used to make
decisions about occupational prlorltleq and to plan how to
implement those decisions.

A major problem encountered by many CETA participants 1s that
they are not actively involved in making decisions about the
‘training that they will receive. An individual who is not
involved in making these decisions: and who does not know how to
make them. is not likely to develop a strond sehse of commitment
to the training that is rececived and the ensulnd Jjob placement.

L4

Purpose and Oblectives

program to enable CETA participants to become 1avolved 1n the
declision-making process. CETA participants develop skills

to help them Pblan CETA training and that can be used later
whenever new decisions are required concerning Job change or
additional training.

. The National (Center has developed the Career Alert Planning

The outcomes of ﬁarticipation in the career planning
curriculum may be presented 1n both measurable and
nonquantifiable terms. The measurable outcomes are as follows:




Identification of personal interests and abilities
Performance ©of parts of job-related tasks

Identification of some preferred occupations,
based on i1n-class experiences

Identification of educational reyuirements of
occupations

Identification of experiences that would be helpful
in preparinyg tor employment 1n cach of the selected
occupations

Decisions about a specific occupation to pursue

Identitication of work wmaturity skills that would
be reduired on the job

Identification of transferable skills
Identification of existing skills

Identification ©f next steps needed tOo learn necessary
skills

The nonquantifiable outcomes ure as follows:
¢ An awareness of the kinds of tasks performed by

workers in various occupations and of the related
competencies that workers need

An awareness of interests and abilities of various
workers .

An awareness of priorities one uses in sSelecting an
occupation, such as interests and abllltles, salary,
and employment outlook

e An awareness—of the work—waturity--skills—required
of workers in various occupations

® An awareness of the following occupational information
for each occupation explored:

likes and dislikes of people who work 1n
the occupation

work hours

salary range

skills needed




~ employment outlook
= opportunities tor prowotion
= education and training redulirenents

¢ Relnforcement or improvement of reading, comprehension,
and computation skills :

Descriptioi“gg_grgduct and_Services

The Career Alert Planning curriculum is indilvidualized and
tequires approximately forty hours to complete. The )
inscructional materials arc written at the third-grade reading
level with the exception of specific occupational terminology.
Definitions are provided when such terminoloqgy is used. The
Program includes a combination of individual, small-group, and
larye-group activities. One 1lnstructor can manage the proyram
with fifteen to twenty participants in a regular classroom setting

2f the program can be inteyrated with other training., Because

the curriculum isg individualized, it can be administered on an
vpen—-cntry, open-oxit basis. :

The tnstructional scyuence of tie Program is as follows.,
I. Career Orienptation
A. Why people work

B. How personal needs and wants can be satisfied
by work

Career Exploration

A. Clusters of occupations to explore grouped by
primary worker functions

l. Advising

2. Arranging

3. Building and Making

4. Doing*Clerical wWork

5. Helping

6. Maintaining and Repuiring

7. ‘Thinking in Pictures

Y. Using Information about the Environsent
9. Wworking with Eyuipment
10. Working with Numbers and Symbols

B. Exploration within clusters based qp individual
interests and abilities




Materials provided for eacli occupation allow
the participant to

1. Explore
a. Primary work function
b. Types of jobs
Cc. Work maturity skills required
d. Interests and abilitics of workers
e. Four sample jJobs

Perform in one job {competency-basecd)

a. Resvonsibilities of the worker

b. A task selected from one of the
responsibilities for the learner to do

¢. Steps and procedures for doing the task

Decide {on the bhasis of additional information)

a. What workers i1n the occupation 1like and
dislike

b. Work hours

c. Earnings

d. Skills nceded

e, Employment outlook

f. Opportunities for promontion

J. Education and training redulirements

Decision-Making: processing lnformation
according to your priorities

Iv. Planning: implementing decisions (expandingr“v
the EDP) '

The National Center is prepared to provide the staff training
and instructional materials that are necessary to implement
Career Alert Planning.




Work Maturity Skilils

Overview

Employees are expected to demonstrate positive attitudes and
have: good work habits. Employers will evaiuate workers according
to these and other work maturity standards. In some cases, work
maturity is even more i1mportant 1n an employee's evaluation than
demonstration of specific occupational skills.

There 18 a definite set of work maturity competencies that
enmployees are expected to demonstrate, regardless oL the jobhs
that they hold. These competencies way be defined in terms of
the skills that workers need in order to be hired and to Keep
their jobs. The fact that these competencies are often labeled
job retention skills points up their lLimportance to workers.

Purpose and Objectives

The National Center has developed a Work Maturity Skills
program. to enable CBTA pakticipants to aCquire tne competencies
and skills that they need.) The program 1s based on the actual
commpetencies and skills iddatified by panels of employers
representing the kinds of ocwygpations in which CETA participants
are placed. ’ :

o

The tollowing outline bontaing the seven major competencies
and related skills that CElA garticipants acyulire 1n the work
Maturity Skills—projram. Yoy each skill there is a criterion-
Teforencad méasuré so that Jarticipants can demonstrate
competence as they proceed through the progyram.

1.0 PRESENT A PUSITIVE I[MAGE

L.0L

Maintain Cleanliness
Practice bental Hyylenc

Practice Good Health Habits
A. Follow Good Nutrition and Diet Principles
B,  Follow Habits That Promote Physical Fitness

Dress Appropriately for the Job

A, Select Appropriate work Clothing
B. Keep Clothing 1n Good Condition

Exhibit Self-~-Confidence

A, TTdentify Personal Stengths
B. Use Positive Body Lanyuagye




2.0 EXHIBIT POSITIVE wWORK ATTITUDES

Use Basic Social Skills
A. Assume Posltive Behavior
B. Exhibit Interest in Others

Be Creative and Willing to Learn
A. Identi1fy Creative Potential in
Self and Others
B. Seek New Ideas and Ways of Doing Thinygs

Take Pride 1in Your Work
A. Develop a Sense of Contribution
About Your Work
B, Be Particular About the Finished Product

3,0 PRACTICE GOOD WORK HABITS

3,01 Maintain Regular Attendance
A, Be Punctual
B. Be Dependable

Be Thorough and Diligent

A, Complete Tasks Willingly and On Time
B. Be Persistent and Persevering

C. Maintain Professional Knowledge

Follow Safety Practices
A, Identify and Follow General Safety Rules
B. Operate Eduipment Safely
Identify and Demonstrate First Aid
Techniyues

4.0 PRACTICE ETHICAL BEHAVIOR

Exercise Integrity and Good Judgment
A. Maintain Confidentiality
B. Maintain Loyalty
C. Demonstrate Honesty
™~
Respect Propeftz
A, Care for the. Building
B. Care for Equipment and Furniture

Follow Company Rules

A. Follow Company Policies and Operating
Procedures

B, Cooperate with Organization and Union to

Resolve Conﬁlicts
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COMMUNTUATE BIFECLIIVELY

5.01 Demonstrate spoken Comnunicatlon Skills
A. Use Propar Lanjuage
B. Use Proper Speaking Techniyues
C. Correctly Relate Information and Messayes

Demonstrate Written Communication Skills

A. State Information ln a Clear, Concise
and Correct Manner “

B. - Convey Accurate and Complete Information

bemonstrate Non-Verbal Communication Skills
A. Use Body Language to Improve Speaking
+ Skills
B. Use Body Language to Improve Listening
Skills

Demonstrate Good Listening Habits
A. Exhibit Qualities of a Good Listener
B. I'nllow Verbal Instructions

6.0 ACCEPT RESPONSIBLLLTY

6.0l Use Initiative
A. Anticipate Responsibilities on the Job
B. Be Willing to Perform Your Scope of Work

Use Problem-Solving 'Pechnigues

A. Analyze the Problemn

B. Identify and Choose Among Alternatives
C. Dbevise a Plan of Action

Manage Personal Responsibilities
A. Manage Responsibilities of Family Living
B. Manage Personal Finances

7.0 COOPERATE WITH OTHERS

work as a Member of a Team

A. Commnunicate Freely With Co-Workers and
Supervisors

BH. Deal with Job Frustrations

work Under Supervision _ ’

KA. Identify and wWork within the
Orgyanizational Structure

B. {Cope with Conflict




The Work Maturity Skills progyram 1s individualized and can be
opevated on an open-entry, open-exlt basis. The program can be
ranajed by one 1nstructor with 15-20 participants 1n a classroom
setting or can be integrated with other training. The varinus
individual, swall-group, dand large-group aclivities re.juire
approximately forty hours to complete. With the exception of
specific occupational terminology, the 1lnstructional naterials
are written at the third-ygrade rcading level. When occupational
terminologyy 13 used, the naterials include sufficient readingy
instruction for participants to gain the necessary understanding.
A competency verification record 1s provided for CETA partici-
pants to presant to prospuctlve employers during job interviews,

The National Center 1s prepared to assist employment. and
training agenciles with implementation of the Work Maturity Skills
program. In addition to analyzing the appropriate implementation
strategies tor a gyilven agency, the Wational Center offers statf
training and the instructional materials that arce needed,




Job Search Skills

Overview

Enployers expect job applicants to demonstrate certain
competencies related to resuwné development, filling out
applications, participating in the job interview, and portraying
the training and other expericnces that mmake them suitable for
employment. These competenciles, as well as those that are needed
to search for a job, may be defined 1in terms of specific skills
that ‘can be learned by CETA participants.

Purpose and Objectives

The National Center has developed a Job Search Skills program
to enable CETA participants to acquire the competencies and
skills that they need. The program ig based on the actual compe-
.tencies and sgkills identified by panels of employers representing
.the kinds of occupations in which CETA participants are hired.

/ The following outline contains the four majot.competencies
and related skills that CETA participants develop. For each
skill, there 1s a criterion—-referenced measure so that partici-

ants can demonstrate competence as they ptoceed through the

rogram.

1.0 PREPARE FOR THE JOB SEARCH

1.0l Choose a Job and Prepare for Employment
A. Detérmine the Jobs For Which You are
Qualitied
B. Define the Hiring Practices for the Job
C. Meet the Hiring Regquirements

Compile Information For Application And/Or
Resumé

A. Record Personal Data

B. State Your Career Objectives

C. List Your Formal Education and Tralnlng
D.. List Your Work Experiences

E. List Volunteer Experiences

F. List Your Military Experiences

G. List Special Credits and Activities

H. List References

Prepare the Resumé

A. Choose a Type of Resumé to Prepare

B. Prepare a Dratt Copy ©of the Resumé

C. Prepare the Final Copy of Your Resumeé

39




SEARCH FOR AVAILABLE .0BS

2.01

Identify Potential Employers.
A. Compile a List of Job Leads
B. Gather Facts About Job Leads

Decide Which' Employers to Contact First
A. Relate personal Skills to Job Leads
B. Relate Personal Preferenceg te Job Leads

Follow Job Leads

a. Prepare Your Message
B. Contact Employers Directly by Telephone
C. Contact Employers in Person

APPLY FOR JOBS

Fill Out Applications

A. Anticipate Questlons
B. Record Information Neatly, Clearly,
Completely, and Correctly

Present Application ‘ .

A. Find Out Relevant Facts
B. Seek an_Appointment for an Interview

INTERVIEW FOR THE JOB

4.01

Prepare for the Interview

A. Make the Appolntment

B. Make Arrangements to Get to the Interview
C. Anticipate Interview Questions

b. .Prepare Your Physical Appearance

E. Take Necessary Materlals

F. Be Punctual

Handle the Interview

A. Handle the Introduction 1n a Positive Way

B. Communicate Effectively with the
Intervicwer

C. Ask Questions About the Job and Company

D. Complete the Interview

Follow-up d% the Interview

A. Evaluate and Improve Your Interview

Technligques

B. Write a Thank You Letter to the

Interviewer
C. Place Follow-up Telephone Calls to the
Intervicwocr
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5.0

HANDLE

5.01

JOB OFFERS ‘ /

Find out Information ‘About the Job and Company

A. Identify Specific Items 1n the Job Offer

B. Find Out the Company's POllLleS and
Procedures

Negotlate for the "Job -

A. Compare Job Offer Items wlth/Personal Needs
B. Make A Choice




Description of Product and Services

&

‘The Job Search Skills program 1s individualized and can be .
operated. on an open-entry, open-exit basis. The program can be

managed by one instructor with fifteen to twenty participants in

a classroom :setting or can be integrated with other training.

The combination of individual, small-group, and large~group

activities and simulations requires approximately forty to

forty~five hoﬂiﬁ'to complete. Participants enyage 1n

self-directed 'jjob searches during the program or afterwards, or
both. It is récommended that at least some of the job searching
take place while. the participants are in the program so that the .
instructor can help them learn from their experiences in the <
‘field. The instructional materials for the program are written

at the thlrd—grade reading level with the exception of specific
occupational terminology that 1s used. The materials include
sufficient reading instruction for participants to master such

terminology.

The Nationdl® Cénter. is prepared to help employment and
training agencies with implementation of the Job Search Skills
.curriculum. In addition to conducting staff training and
providing -instructional matewlals ®khe National Center will help
specify fhe roles of insfructors, counselors, and job placement
and devellopment personnel who are involved with the program.




Private Bector Involvement

overview .

The major goal of employment and training programs 1s to
place participants in private sector occupations. Too often,
however:, the private gector 1s not sufficiently involved 1in
planning the training th is to lead to job placements.
Therefore, employers m/y have little confidence in the training
that 1s given: 1f they“know about 1t at all. and may be reluctant
to hire those who have participated in it.

CETA participants are all economically disadvantaged and many
are educationally disadvantaged as well. Many participants
cannot cross the reshold into private sector oOccupations,
especially ones with a career "ladder," unless employers have
strong . reason to believe that recent training has made a
substantial difference in the participants' job,.readiness. The
best way to convince employers that training has made a
difference is to involve them, in an effective and efficient
manner » in planning and evaluating the training.

Purpose and Objectives

In all of the proyrams.developed by the National Center for
employment and training agencies, private sector involvement has
been of primary importance. The National (enter has helped prime
sponsors, school districts: and other agencies work with
employers to meet the following objectives:

® Identify the specific occupations for which
employers need trained worker

Develop training programs that are basgsed on the
specific competencies and skills that employers
find essential

Implement the training programs 1n a manner that
closely approximates the actual work conditions
that will be encountered

Evaluate the training by having employers reviaw
the curriculum and recommend modifications that
are needed -

Place program participants by demonstrating to

the employer that the specific competencies
identified by that business or 1ndustry have been
planned by part1c1pants

Coordinate tollow-up and follow-through services
in such a way that employers can see the benefit
to them of having the scrvice performed
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If these objectives are met., employers are much aore likely to
have confidence 1n the training and to hire program completers. .
The confidence that can be generated by meeting these
objectlveb can be demonstrated by the National Center's recent,
experience in Columbus, Ohio. The National Center worked wlth
the Columbus Public Schools' Division oOF Adult Education to
develop and implement/ eight advanced training- programs for the
Columbus-Franklin County CETA Consortium. The National Center
used a process called DACUM (Deveioping a Curriculum) with panels
of employers and employees to identify the competencies and
specific skills required for eacH occupation. The training
programs were developed accordingly, and employers reviewed the
curriculum on a regular basis. Participants were required to
demonstrate competence in all reguired skills and were assisted
in doing so by individualized instructional techniques. When
participants had job interviews. they presented validated
lists of the competencies and skills that they had gained. Many
participants were hired by employers who had helped to plan the
programs. As a result of private sector involvement in the
training, the job placement rate averaged 86 percent for the
elight occupations over a period of two years.*

Description of Services

The National Center 1s prepared to assist employment and
training agencles in the process of developing private sector .
involvement 1in, and commitment to, the training that 1s given. ~
The National Center could review current policies and practices
related to private sector involvement, help establish new goals
if necessary, and help agency staff develop procedures to reach
those goals. Potential areas of assistance include conducting
assessments of employers' needs for trained workers, conducting
DACUM sessions to determine the exact competencies and skills
that are required by area employers, developing and 1mplementing
new competency-based training. establishing public relations
procedures to keep employers informed of the training that is -
going on and when completers will be available for placement. and *
identifying the support that can be given to participants as they
make the transitfion from training to full-time employment.
Procedures for approaching employers in a consistent and
effective manner also could we established between departiments
in the agency {such as planning. operations. placement, and job
development) and with service providers.

-

For more information about the training that was given, see - .
the section entitled, "Job Training.” ‘
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In addition, the National Center is prepared to assist
agencies with implementation of competency-based training
programs that already have been develioped. The reader is
referred to the sections entitled "Work Maturity Skills.,” "Job
Search 5kills,” and "Job Training" for descriptions of
competency-based programs that teach skills desired by appealing
to employers. By involving private sector representatives in the
implementation of these programs, the employment and training
agency can demonstrate its commitment to meet employers'
expectations.




Job Training

Overview

Qver the last three years, the National Center has worked
with CETA prime sponsors and private sector employers to develop
individualized competency-based training programs. For the
Technical Assistance and Training for Occupational Skills
project, several of these programs were combined and new
materials were added to create the Secretarial Occupations
Cluster. This program includes training for the following
occupations:

File clerk
Receptionist

Typist

Clerk/Typist

Technical Typlist
Medical Typist/Transcriptionist
Secretary

Legal Secretary
Medical Secretary
Insurance Secretary
Secretary/Stenogyrapher
Technical Secretary
Court Stenographer
Executive Secretary

The secretarial program was de51gned as an open-entry,
open-cxXxit competency-based i1individualized instructional system to
enable learners to develop skills réguired for successful job
placement and performance. Because there ‘are a number of exit
points., the participants can leave training -after gaining entry
level skills or stay in training and develop the competencies
required for more advanced occupations. With instructor aid and
individualized learning activities, the participants work at
their own pace and progress as they can demonstrate specific
competencies, Training requires from twenty-four to forty weeks.

Curriculum materials were developed on the basis of a
detailed task analysis for the occupations. Business and
industry representatives served on an advisory committee that
analyzed job descriptions and assessed the importance of the
various skKills to successful performance of the job. Classroom .
instructors provided input and rev1ew for the development ‘
effort. : e

i
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Purposes and Objectives

The purposes and objectives are as follows:

@ To train learners 1n skills identified by emplovyers
as necessary for Jjob performance

To accommodate participants' unigque learning needs
and styles

To present instruction in small, discrete steps for
mastery of both simple and complex operations

To provide for frequent and specific evaluation of
a learner performance that gives immediate positive
reinforcement ot early problem 1dentification

To enable participants to gain confidence as they
tally new skills on a competency record

To 1ntegrate occupationally relevant basic skills
instruction with job training

To train learners only in areas where preliminary
assessment indicates a need for skill development

To allow for a steady referral of participants who
enter as space becomes availlable and who exit when
the necessary competencies have been acgquired

" Description of Priducts and Services

The qurriqulum erials developed for the secretarial
‘cluster include the f

‘e A STUDENT GUIPE CONTAINING:

Introductiyn to the use of competency-based
individualiXed materials (supplemented by a
two-part audfovisual unit);

Table of ConteitnNs detalling competency areas:
the subdivision'h{TEgQEEtencies into tasks,

. and the analysis o <kg 1nto operations,
each of which has a corresponding learning
activity called an Operatignal Unit;

Operational Unit Pages indicating the
‘performance object@ve, items required, and
. mateérials supplied for each Operational Unit;




Worksheets for learners to practice the steps
and procedures explained in the learning
activity;

Evaluation Checklists to be used as pretests

OoF competency: self-checks for the learners,

and as evaluation instruments for the 1nstructors
to assess competency.

LEARNING ACTIVITIES (OPERATIONAL UNITS) that provide,
in graphically illustrated, print-based form. the
steps and procedures to be petformed (and information
about how to perform tiem) sO BS to achieve the
performance objective. :
"

AUDIOVISUAL UNITS supplement the printed Operatio
Units for those operations learned most effectively
with a mediated mode of instruction.

A COMPETENCY RECORD in the form of a checklist of all
competencles necessary to the successful pursuit of
employment in the Occupation. Signature by the
instructor and supervisor certifies satisfactory
completion of the training program.

For the secretarial cluster program: there are 253
print-based learning activities and 56 audiovisual units.

The National Center 1is prepared to offer staff trainin
technical assistance for the improvement of occupational /skill
training programs. Such training and assistance could
provided in any or all of the following forms: //

® Models for program development

® Procedures for private sector involvement

Actual program development

Staff training for program developmént

Staff training for implementation of such programs
as the Secretarial Occupations Cluster

\




Reading and Math

Querview

When instructors in CETA programs attempt to teach
occupational gkills to participants, they find that some of the
participants are limited by low levels of reading and math
skills. These participants typically have not experienced
academic success 1n their traditional schooling and may have
dropped out of school early. One of the reasons expressed for
their i1nadeguate motivation to learn basic skills in the
traditional school setting 1s that they do not see the personal
relevance of learning reading and math when these subjects are
presented ag isolated academic disciplines. Furth€rmore, the
practical application of what they have learned is'often
postponed. Yet, as 1s widely recognized, these skills are basic
to successful mastery of a variety of occupational skills.

To address this problem, the National Centetr has developed
techniques for infusing basic skills instruction into specific
job tasks in order to gyain the motivational and practical
advantages of its demonstrated relevance and immediate use,

Purpose and Objectives

The overall purpose 18 for Participants to gailn the reading
and math skills -necessary for successful performance on the job
and to learn those skills 1n the context of their occupational
training. In order to achieve this purpose., the followlng
program objectives have been identified. -

e To maintain a general readinyg level low enough to
avoid barriers to learning occupational skills,
yet high enough to provide reading practice

e To identify specific math functions necessary to
solve problems on the job and provide step-by-step
directions for using these functions to perform
iob operations

e To support reading and math with alternative modes
of presentation such as yraphics and audiovisual
vocabulary development units ‘to clarify and
relnforce the written messaage

e To Secure active learner participation in vocabulary
development and math manipulation through worksheets

and 1nteraction reguired by audiovisual units
-
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To structure the reading and math according to the

main steps of a job operation and a breakdown of the

steps into carefully detailed procedures, each expressed
as specific directions for action and in a format designed
for easy readiny

To provide sy;kematic repetition and review of basic
skills throegp/practice of job operations

Description of Products and Services

Training in basic reading and math skills 1s infused in the
job training program materials developed by. the National Center
for use by CETA participants (see the section entitled "Job
Training”). In addition, participant learning materials 1n the
following curricula have been developed in accordance with the
same pPrinciples:

Orientation to the World of wWork
Career Alert Planning

Work Maturity Skills

Job Search Skills

Technical assistance can be offered to agency staff on
procedures for teachinyg occupationally relevant basic skills in
the training program currently offered to participants. Another
option 1s assistance in developing basic skills curriculum units
to supplement and enhance the effectiveness of existing programs.

I
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Job Placement and Development

Querview

The desired outcome of all the services provided by
employment and tralning agencles 1s permanent unsubsidized
employment of the participant. 1In the words of the 1973
Comprehensive Baployment and Training Act: the objective 1s "to
assure that training and other services lead to maximum
employment opportunities and enhance self-sufficiency.” Maximum
employment opportunities imply more than just a job,. When asked
. about their aims, CETA participants typicallly respond, "I just
want a job." But uninformed and indiscriminate choice of
employment will not lead. except by occasional accident. to
long-term retention. satisfaction, and success in the job.
Placement services must account for the all-important second
mile.

In the face of high unemployment and job scarcity. it 1s a
challenge for placement staff to couple ideas of suitable jobs
for participants with the situation in the job market. The needs
of participants tend to outrun the number and suitability of job
orders.

]

Purpose and Objectives

. The National Center for Research in Volational Educatfdn has
developed a set of guidelines to assist prime sSponsors in
performing the placement functioh in a manner consistent with
the statedq goal: yet cognizant of job market realities. The
guidelines include materials related to both job placement and
job development.

With reference to placement of participants, the objectives

to enable staff to-- e

¢ direct participants to job openings that'correspond
with their skills: qualifications, and interests;

give participants updated, realistic inforwmation
about the job market for their occupational field;
bat

maintain an awareness Of the multifaceted nature
of participants' employment needs;

provide continued and consistent support for participant
growth in job search skills; and




® enable participants to seek and o¢obtain a job rather
than to be placed passively. .

The objectives for job development are to enable staff to--

‘e furnish information to employers about the agency's
services:

obtain 1nformation abour employers' general employment
needs and specific job openings;

provide information about the dqualifications of
job-ready participants; and

expand employment opportunities through such means
as apprenticeships, OJT, and work experience.

Coordination and ¢ooperation between coOmmunity service
agencles offer potential for meeting the challenges of job
placement and development effectively. A model for a training
and .placement council is presented with the objectives of
allowing agencies to--

"® work cooperatively to meet the employment needs of
participants; .

promote community awareness of its goals and specific
activities through coordinated public relations efforts:

broaden knowledge of the local job market throdgh
exchanged information; and

® avoid duplication of eftfort.

Description of Product and Services

Job Placement in Employment and Training Programs: An
Action Planning Guidebook consists of three parts including
sections on job placement, job development, and organizing
trainrng .and placement councils. Tasks corresponding to the
obhjectives for each area are identified, and guidelines for
completing each task are dgiven. In addition, an Eccompanying set
of worksheets 1s provided for agency-specific analysis of each '
task.

The National Center is prepared to offer staff training and
consultation to improve procedures for job placement and
development.




Follow-Up and Follow—Throdgp ‘

- .
-

Overview

While collection of follow-up data 1s mandated for reporting
» purposes, creative use of the follow-up procedure can yield a
number of other benefits. The most obvious 1s the feedback that
can be used to improve—program offerings, curricular content, and
the overall -preparation of garticipants for a job.

Another advantage the fg¢llow-up system can provide is the
opportunity to deepen contafts with employers in the community
and to gain additional information about the  labor market and the
hiring, training, and promotional practices of businesses. -

It is important that follow-throuyh with the participant be
closely related to the follow-up effort. The "sticking power" of
the primne sponsor's previous services to the participant may
depend 'on applying a final layer of glue--represented by helping
the participant (and, perhaps, the employer) to address any
problems that surface in follow-up. Counseling and referral to .
needed support services or sources of addltlonal training can be ™~
of tremendous aid in job retention.

Purpose and Objectives

The National. Center's purpose in addressing the guestion of
how follow-up and follow-through should be conducted is to assist
prime sponsors in obtaining the maximum benefit for their
participants and themselves from an activity which is reportorial
in nature. , g

With regard to follow-up, one of the objectives 1s to provide
information about the procedures used by other primé& sponsors and
their thoughts about what experience has proven effective for
them. A second objective 1i1s {o relate this experience to
particular ‘purposes for collecting follow-up data and to provide
guidelines for accomplishing those purposes. Because there is a
dearth of literature Of this specific nature,.the Rational Center
surveyed a number Of prime sponsors to gain their insights.

With regard to follow-through, the ijectivés are to develop
procedures for using follow-up data to identify problem areas and
to develop strategies for using this information in offering
supportive follow-through services to participants. ®




Description of Product and Sérviceg

Follow-Up and Follow-Through in Employment and Training .
Programs: An Action Planning Guidebook is written In two parts.
‘he first part describes the follow-up tasks:

~

o Identify purposes of follow-up activities for your
agency )

Design a follow~up strategy to correspond with
the purposes identified

Decide on procedures to carry out the strategy

Develop aids 'for data collection (questionnaires.
interview guides, telephone scripts)

Collect data /wx“
Analyze data /

Communicate resulting information to the U.S. Department
of Labor and to specific agency staff. for use
accordinyg to i1dentified purposes

The second section of the quidebook contains -information on
follow-through tasks:

Identify areas for participant reinforcement

Identify available means of reinforcement {L.e.,
;counseling, referral to other agencies, etc.)

Determine effective procedures for delivery of
supportive services

Impleﬁent‘procedures

In addition to-the book, an accompanying set of wogksheets
provides for agency-specific analysis.

I

The National Center will provide consultation and staff
training to improve the follow-up and follow-through procedures
of employment and training agencies. - The guidebook would be
provided to those participating 1n training.
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__ENPORSEMENLS

A brief.summary of endorsements from aygencies that have used
the National Center's products and services, or persons who -have
reviewed them in depth, is presented here. More information
about users, and how to contact them, w1ll *be provided upon
request.

"The National Center really helped us Lo coordinate
and consolidate our programs for youth and adults.

We now see how we can maintain a good balance between
programs that we run and those that we contract out
to service providers. The National Center is giving
us the curriculum and staff training that will ensure
high-quality experiences for our participants.”

v Joseph Daniel, CETA Director
Fort wWayne (Indiana) Area
Consortium

bl

"The National Center is good to work with. The staff
understand our problems and the pressure that we're under,
ainid—+hgy are tlexible enough to respond with help and
assistance when needed.”

\

- ’ Charles Carr, Youth Manager -
Philadelphia Office of Employment
and Training )

"

"The National Center worked day and night to help us
develop our RFP for FY 1982 and then conducted good
inservice training for our reglonal staff and service
prOV1ders "

Larry Conner, CETA Director
Kentucky Balance of State




"I have greatly e¢njoyed my involvement with the Center and
its fine staff. «The materials produced by the Center are of
high quality and represent a comprehensive review of all the
available research 1n each topical area. They were developed
in consultation with practitioners and business people, and in
such a way as to be flexible enouygyh to permit molding to fit
specific local conditions. And, when viewed as a total
package, the materials present several viable variations of a
model participant flow. I believe that ayencies which feel a
n€ed in any of these areas would do well to consult with both
the written materials and the highly professional staff which
compiled them.” i

Gerald Gordon, fDirector
Arlington (v CETA




AVALLABLLLYIY

Information concerning the avalldbllltx,gf products and
services may be obtalned by contacting:

Proyram Information Oftice

The National Center for Research 1n
Yocational Education

The Ohio State University

1960 Kenny Road

Columbus, OH 43210

(800) 848-4815 (toll free outside Ohio)
(6l4) 486-3655 (in Chio)




