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a

DISCRIMINATION PROHIBITED=Titlo VI of the Civil Rights
Act -of 1964 states: "No -parson in M. United States shall, on
tho_ grOund of race, -color, or national= origin, be excluded
from participation in, ha-doriod Mot b*noRts of, or hi sub-
jaded' to ,discrimination under -any program or- activity
receiving 1Fodoral financial- assistanco."- Therefore, the pro-
grams-doscrifood-in this publitatiOn,Iliko ovary program or
activity receiving- financial assistance from.tho Department of
H.alSh, Education,'andoWollans, must he operated In corm
',Rani, with this law.
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FOREWORD

During, the past decade, we havawitnessed'a rapid growth of the State-

Federal Vocational Rehabilitation and_ SocialSecurity Disability Iimance

programs. The Importance of the related -activities of these programs has

grown correspondingly,, particularly-with the. use of certain social security

trust funds for -the rehabilitation of selected disabled-beneficiariei,

The addition of operating staff to both programs, as Well as increased

related activities, have.emphasizid the need-for joint training of these

staffs to accomplish mutual program objectives-.

In ;reply to a questionnaire (Appendix R)-sent by-the-Study Group, -the

State-Agencies acknowledged_a need-for-more joint training of Vocational

Rehabilitation and Disability Determination -Unit staffs: This Guide will

enable-those responsible for training -in VR_And_DDU-td team-up and, with

the aid of their respective. Federal Regional OffIcies, develop.a plan and 0

carry outAoint_VR-DD training:on a-continuing batis. The experiences-

-gained from this-enterprise will permit the trainers to augment these guides

and adapt them to their particular training needs..

EdWard Newt:an

Commissioner
Rehabilitation Services Administration
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PREFACE

This-is a Study that was condudted by Study Group I of the Instittite'on

Rehabilitation Services. The topic deals with "Improvement of the Program
for the Rehabilitation of Social- Security Diiability Insurance Applicants
and Beneficiaries."

The Study Group was asked to

DeVelop guidelines for r-MaXimum and Most Effective Services

Through Improved CoordinOtion,of-Vocational-Rehabilitation
and Disability Determination Units.

The charge given to the Study Group was stated as follows:

Explore the Current Practice of Joint In-Service Training
Activities of Vocational Rehabilitation and Disability Deter-
mination Units Staff in Relation to the Rehabilitation of
Social Security Didability Insurance Referrals with the View
of Instituting and/or Expanding such` Cooperative Training

Programs.

The-prime Study Croup held three 3-day meetings prior to the Institute.
They applied themselves to the task with professional dedication, and spent

. a great deal of their time between, meetings in-gathering material and

preparing reports.

Since this is only a beginning in the study of Joint In-Service Training

Activities of Vocational Rehabilitation and Disability Determination
staff, further refinements Will be needed -as experience dictates.

It would have been impossible have completed this assignment andhad
Material ready for the full committee at the Seventh Annual Institute with-
out the contributions from the following which are gratefully acknowledged:
Mrs. Margaret Clark and Joseph Abrams of the Rehabilitation Service Adminis-

tration in Washington, DX., and Mrs. Edith Waskey of the Sodial Security

Administration in Baltimore, Maryland.
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The SRS Regional Offices were represented by Frederic Cianagani Boston,
_Massachusetts; and Gary Koch, Charlottesville, Virginia. The State
Agencies were represented by Joseph Cook, Providen, Rhode Island;
Edward Justis, Riehmond-, Virginia; Glen Swisher, Jefferson City, Missouri;
and Phillip Young, Springfield,

We were fortunate,to- have the guidance of Seth Henderson from1SA; and
Harry Lucas, California Division of Vocational Rehabilitation, the Insti-
tute-Chairman.

Sincere ehanki_go to Dr. 'Leonard Wendland, University-of "Oittsbuigh, who
Was always_available and_extremaly knowledgeable, The editorial assistance
of Mrs. Anne H. Lundin was.alse,greatlyappreciated.

Georgia"Rogers
"Chairman
Committee on-Vodational Rehabilitation

and Social Security
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CHAPTER I

INTRODUCTION

It is'believed that joint in-service .4aining_for Vocational Rehabilita-

tion (VR) and Disability DeterMination,Unit (DDU) personnel is valuable,

necessary, and useful. Joint'training would assist DDU.and VR.staffs

to gain a greater understanding of related program policies, procedure'

and=objectives-to the-end that -the members oteach_staff cotild'perform

More effectively in-achieving mutual goals. It would not only-help, for

exiiple, DDU -staff to make better- VR referrals-and VR-cOunselors to more

effettively serve social security disabilityinsurance (DI) Applicants,

but promote a greater spirit of cooperation among the-respective staffs-

through sharing problems and-concerns on related- activities.- The=end

result-of this joint in-service training would-be more coordinated'

services rendered to handicapped-individualt. Full development of new

and existing joint training programs must be accomplished in older to fully

establish effective cooperative operations between DDU:and VR staffs.

A cooperative working relationship betWeen.these two-_programa has been

inexistence and of growing importance-Since Social- Security and

Vocational. Rehabilitation-beganworking together in 1954. At that time,

a Social Security _law provided-for the-referral of Disability Insurance

applicants to VR general and blind agencies,for,proviiion of-rehabili-

tation service'. This facilitated the exchange Of information between

DDU and VR. -See-Appendix A for a copy of Director's_ Letter No. 116,

which sets forth-the role Of VR-agencies in.the_administration of the

social security disability provisions; and Direttor's Letter No. 116,

Supplement 1, which transmits the joint policy-of SSA and RSA (formerly

the Office,iof_Vocationaritehabilitation) to achieve_mutual rehabilitation

and=social-security disability program_ objectives.

In the 1965 Amendments to the Social Security Act, Congress included a

significant extension -of its Trevious commitments to the -rehabilitation

Of social security disability beneficiaries, by-providing social

security trust funds to finance the rehabilitation_of.selected Social

security disability beneficiaries. This added impetus to _the cooperative

relationship between the two programs, and provided an additional

challenge for a positive approach to rehabilitating more social security

beneficiaries.



Despite these cooperative concerns, only sporadic attempts have been
made heretofore by.VR and DDU in developing joint, cooperative training
programs. Appendix B contains the findings of a questionnaire sent by
the prime Study Group to those States which indicated the existence of
joint in-service training. The findings reveal a lack of and need for
more joint training activities between VR and DDU.

Joint in-service training is defined as an organized training program,
occurring-once, occasionally, or regularly, which is the product of joint
objectives. Joint training involves in-depth formal training designed to
cover areas of mutual concern to both-the Disability Deteilmination (DD)
and yR:programs. It is- recognized-that this training could be conducted
in a vaiiety 'of ways-, either:given to-DDU staff alone, VR staff *lone,
or-, ideally, both staffs The ingredientcommon to these
approaches is that training-will cover -Soint program relations and
activities.

Agencies for the Blind are an integral part of this joint training pro-
gram and should be intluded in the initial planning and implementation of
the training program regardless of the department the agency may be under
in the State.

This training guide is designed for use-by those involved in the initia-
tion_anecontinuance of a program ofjoint in-service training batween
VR and DDU. The gdide is organized around the major considerations in-
herent in any training program: content, planning, methods, and,evaluation.
"Content" identifies the major areas of mutual concern to whicft joint
VR-DD training.would apply. "Planning" identifies who should be trained,
who should- do: the training, and when-it shouid.be done. "Methods"
involves the "how" partof training and suggests possible ways to accom-
plish training objectives. "Evaluation" gives guidelines for the
establishment of responsive evaluation- procedures -for joint VR-DD
training programs.

In planning joint VR-DD training, specific attention should be given to
areas of common concern. DDU and VR have well organized and-separate
orientations and formalized in-service training programs that may have
little or no concern for the other program. These involve in-depth
training in specific progim operation's which would be of little value
to the other program. However, the emphasis of this guide is to identify
areas of common concern for VR and DDU and suggests methods by which
coordinated training programs can be achieved.



CHAPTER II

CONTENT OF JOINT IN-SERVICE TRAINING

i. Basic Information

The following basic information should be specified for'each area

of joint training of.VR and DDU participants.

A. Title or-theme bf the training course;

B. Objectives of -the training course- -what is expected to be

accomplished;

C. Duration of the subject. training--the contemplated number of
training sessions; .

D. The place where training will be conducted, and proposed

date(s);,

_E. Target group the course is designed-to raach, and expected

number of participants;

F. Individdal in charge and instructors;

G: Planning which is expected to be accomplished prior to the-
conduct of'training (see Chapter. I for definitionof joint in-

service training);

H. Other items related to specific subject training:

II. Content Areas

The tangible units of the training which are necessary to the administra-
tion of the program - should be clearly, outlined. 4fter-thif is accomplished,
consideration shOuld be-given to other desirable areas-of training; these,
howeVer, may'differ-with-ihe various classifications and leveli of parti-

cipahit. Although all of the specific areas of training enumerated in

3



this section are considered as necessary joint training subjects for
both VR and DDU participation, priorities will need to be established,
perhaps based on empi -ases or need at a given time. After common ob-
jectives of the two programs have been developed, the joint training
program Tight commence with an interagency orientation for all new staff
members of both programs. It is essential for the stiff of both programs
to be informed concerning Xhe purposes-ind functions of the other agency.

The following, specific areas of training are considered necessary'to
achieve the integration of the purposes, philosophy and joint: interest of
the VR=DD programs:

A. Ihter-agehcy Oiieniation

Basic Orientation on VR Process

C. Screening and Referral

D. Disability Evaluation

E. Continuing Disability

F. Beneficiary Rehabilitation Program

G.. Changes in taws, Regulations, Policies and Procedures

H. Others Areas

A description of these Specific-content areas follow with a listing of
source references from which material on the particular content area
may -be obtained:

A. Inter-Agency Orientation

Orientation in all facets of the, total VR-DD-program should
be provided both VR and DD staffs, with special and'detailed
training provided in the. subject areas designated separately
in this chapter._

Source,Aaterial

Refer th-the,sourde-material under particular subject areas
in -- this .chanter. Imadditionmaterial:which.would-be Oar,
ticularly suitable for overall inter-agency orientation are:
Joint Statement of Policy - SociaLSecurity Adminiitration
and Office of Vocational Rehabilitation for Achieving Rehabi-
litation Objectives of the Administration of the Social

4



Security Disability Insurance Program (DISM Appendix G);
Chapter 100 of the VR-Counselors handbook for SSA Applicants;

and, Introduction to the Vocation.Rehabilitation,Process by
John F. McGowan.

Basic,-Orientation-on VR Proceis:

In order -to reach.-the-objective of. fully. cooperative. joint

traininvfor both DDU' and VR -personneli it, is essential" that

DDU staff receive- specific ,training_ on_ the VR, process This

training shoUld focus on: .(1) services availableavailable under the

VR-program; (Z) -basit__principles- for determining_ eligibility;

(3) certain basic-legal_ and traditional responsibilities of

VR; -(4)- methods and techniques VR- counselors in

providing.:services;. and -(5) other areas .deemed. appropriate-to

a joint training effort.

*Some basic content areas which can be inelnded'In training of this
nature are: (1) diagnostic procedures-.used, for determination

of eligibility; '(2) development of a rehabilitation plan; (3)

provia /On -Of VB-serviceilz (4) job ,placemeni closure and follow-up;

and (5) basic administrative and operational proCegures relating
to areas of joint VR -DD interest.

Source Material

Suggested reference materials are Introduction to the Vocational
Rehabilitation Process by John F. McGowan (U:S. Department of
Health, Education, and Welfare, 1967), and related RSA coded

issuances and training materials. Contact with the itate VR
Training Officer should be made to obtain additional materials.

-C. Screening driteria and.Referral Procedures

Joint 'training- should focus on-national guidelines for screening

and reternal. of disability :applicants :to V. by: -DDU as__adopted and

implemented by_ each State, agency:. The training- should include

information= on the screening,' of cases- in DDys for referring appli-
cants to the VR agency. The- feedback of reasons for non-

acceptance of DDU referred cases- by tit counselors constitues an

important source of training for disability examiners and VR

counselors.

5



Source-Material
_ .

The soUrce,decUMenti fertraining sessions may include:. (a) docu-
mented screening_and- referral-criteria, taking into- .account -the guides

recoMMended-by-the Task Force,onteferrals, as described in RSA
-Commissionerli-Letter No. _7040; 4'4**y-subsequent issuances; (b)

revited_FormSSA-1407--tranamittal:fer_DDUon referrals- to t_he VR ,pro-
grain; .And (c) -feedback from= WtoJDDU regarding ,acceptance of _the
casi.(ForMSSA-1407-:reVised)1. DISM:sectien on, requirement of evidence

submitted: for referrals; Vit'CounteloriAandbeeki Chapter,on'keferrals.-

Disability Evaluation

Jeinetraining,in areas -of initial_ditability evaluation for DI bene--
-fits mayAnvlUde the following major components:

1- -Medical aspeCtS of-diaability-(by-major body-- systems) ;

2. Psychological -and. social evaluation;

-Vocational, evaluation- (including.-use_of-outside-evaluation
sources-for both-Dal -and- yR.pUrposes)I

4. USe of DOT and related material;

5. Improving disability determination interviewing techniques;

6. 'Effective uSe of medical consultants;

7. Steps in making-the-disability determihatien;

S. Outline of any particular disability determination techniques ustd
by ,the agency,: such As-simultaneous development -of the claim by

the Social Security District Offide and-by DDU.

The training should be structured to include not only areas essential
to-making disability determinations, tut Ito_sho4 how-the evidence ob-

-tainedfor-this-purpoie can be-furtherutilizedfor VR-purposes.

Source-Material

DISM: VR Counselors Handbook for SSA Disability Applicants; SSA
Discussion Leaders Handbooks on various subjects of disability evalua-
tion.



E. Continuing Disability

Joint training in-this area should include detailed technical

training in" -all facets of continuing disability: Intluded in

this training should be the liCtori-Underlyingi the determina-

tion as to whether the individual's entitlement. te'disabiiity

benefits Will continue, or Oust be terminated, either because

of Medical recovery; or becaustof-return to,ptoductiVe activity.
Trainingthould-,emOhasizethe-effeCt of the possibility of

cessation of'aocial tecuritybenekits-tn,i-VR-Client in an
active case plan, and-the Wcounielres neeirto _plan tealisti=

'callY With-his client for this eventuality; The interrelated-

aspects of this-training-should:inciU4e:-

1. iMpOrtante-Of tilely-notification-to SSA (SSA-853) on

tiOstires,by-Vk;

2: Close VR=Idttoordination;

3. continuing disability investigations;

4. trial work period;

5. medical recovery; _

6. ability to perform substantial gainful activity;

7. effect on VR client of termination of disability-benefits;

8. future entitlement to benefits without a waiting period.

Sour-de-Material

DISH:sectiOns-on continuing disability, trial work period, sub-
activity-(SGA), termination of benefits; RSA

coded isson4ei,44:, Adtiniatiative Service,Series No 70-21

bi any subsequent issuances; VR douriseicirs Handbook for SSA

Disability Applicants; SSA Discusiion:Leadets Handbook on con-

tinuing-disability.' -

F. Beneficiary .Rehabilitation Program

Although rehabilitation of Social Security disability benefi-

ciaries at trust fund expense is the responsibility of the VR

agency, there is a joint and related interest -of the disability

determination unit in 'that many referrals for thfs program are

made by DDU. Beneficiary Rehabilitation Program coordinators

7



are expected to work closely with pHs in training disability
examiners in the type of cases that"may qUilify for Vit'services.

The more that disability-examiners and Vlt counselors become
involved in. the snecific aspects of thii program, the greater
will he the .program resultd.

Source Material

Section 222 (d) of the SOcialSeddrity Act; VOcational, Rehabili-
tatiOn Regulationi 401.110-40i418,`reVised January 30, 1969;
all RSk.doded issuances related to the,Bedefic_ iary Rehabilitation
Program; and=, Chapter *-ana-relatedeXhihits in the
Vit Counselors, Handbook:forSSA-Applicants.

G. Changes in Laws,,RegulatiOns,,Policies- and, Procedures

Changes ineither.program May require joint DD -Vit training of
an in-depthor orientation, ature depending -on -job- relatedness.
The audience will ordinarily be the same One which received
initial training on the subject.

Source Material

Legislative amendments, reports, summaries, announcements, etc;
policy or procedural materials refletting changes in the parti-
cular.dubject area.

H. Other,Areas

Other-content areas which may be included in joint VR-DD training
are: confidentiality Of case records; general medical back-
ground; activities related to State agency physicians; State
agency fee _Schedules; refusal Of-VR serviced; Sant use of evalua-
tion facilities; coordination on, special projects or research
activities in the State. 10 priorities are suggested for the
inclusion of theie tepiei in a training program. Each training
plan needs to reflect the-unique needi of the-State.

Source Material

Source material will depend on the particular topic selected.
Refer to the source material noted under the other subjects
covered in this chapter.

8



CHAPTER III

PLANNING JOINT TRAINING

I. Who Participates in Planning

Planning for Joint VR-DD training requires the coordinated .effOrts of the
VR Superyisor and-Training Officer, IHNJ_Supervieor and Training Officer;'

leneficiary'Rehabilitation Program Coordinator, Vocationai.Specialist;
*MHarepreSentative-frola_the Agency for-the Blind. One way to- assist

those responsible for thid planning is to-construct a- chart which_Makei

it peadible to ViOnaliZeWhois to'be'trained.and, briefIY,what_areas
are to-be_covered. An ekatipIenf.a Chart- whiCh-may-be prepared by-a

joint training team -of aStateageney appears in Appendix C.

II. Deterthining_Areas Requiring Joint Training

The first deterMination in planning-should behto identify the areas-

where joint concerns-of ppp-and VR staffs exist. The areas listedin
Chapter II on "Ct.:intent" represent the minimum. content areas to cover in

-a joint VR -DD training program- Thete suggestions may be adjusted to
individual program Situations'since each program has different goals

and methods for accomplishing its responsibilities. However,it must be

emphasized that the. proposals herein relate to joint training of the

respective staffs.

III. Determining Priorities'and Objectives for Training

Since most of the joint training will involve the participation of the
same groups from the DD and_the-Viprograms, it is important to establish.

priorities to assure that the mostneed0_training is given first, while
those areas -where training has already.been proYided could Appro-

priately be conducted later: The. planning should also assure that definite

objectiVes are established for each area of training to assist the instructor,

in assessing the effectiveness of the training, And to evaluate the en-

tire training program. Planning should provide for a brief annual review

in all areas of joint training.

Joint training on.changes in either prograM's regulations, policies

Or procedures must be decided upon the basin of VR -DD job-relatedness,
and willoften need-to'be worked into the training plan on short notice.

A means of disseminating the information on changes taust:be provided-before
implementation and sometimes before conduct of-the training; hoWever, this
may be only in the form of an alert or notification that a change has

been made.

9



The details of the subject ahould be worked out in a training plan and
provided to the same audience who received the initial training on that
subject.

IV. Scheduling Training Meetings

Although the actual scheduling of ,training meetings needs to be developed
as part of the over -all "Training Design and Methods," discussed in
Chapter IV, there are certain general factorri-which should be considered

__under advance planning.

The length of training sessions requiringioint _participation of VR and
DDU-Staffs Will-depend somewhat on where these meetings are held. Normally,
it can_ be assumed this training-Would be condUcted in-the State office or
other faCilitieS'AcCestible.tobOth.staffa. If the vg-itakk which is
situated in the same -city where the DDU is located attends, training
sessions can be scheduled for part of the day dt frequent intervalt, daily
or weekly, depending on the Object Matter-And other feetors. ,Where the
training involves, VR staff from outlying District Offices,"it would be pru-
dent to-utilize an entire hloCk of titirlierhaps one or two days, while
individuals are in the State office.

When exchange visits are arranged with SSA Didtrict Offices, or between
DDU staff and vg District Offices, travel arrangements should be considered

. in the planning.

V. Training Instructors

The training should be planned so that competent instructora in the
particular subject area are provided; e.g., training in-disability eval-
uation should be performed -by a disability-determination supervisdr, or
a senior disability examiner with considerable knowledge and. experience
'in the disability program.

In those areas of training where each program has a program interest and
responsibility in the subject, it would be more effective to have an
instructor whO-understancts the poliCy and procedural implications of the
subject as related to both programs._

VI. Physical Arrangements

Room arrangements for training should assure privacy, should
screen for using visual aids,-A blackboard, a public addresd
needed, and appropriate seating arrangements. Training aids
provided to those conducting the training by both the V4 and
and may include appropriate material listed in Appendix D.

10
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CHAPTER IV

TRAINING DESIGN AND METHODS

. After planning for jointR7DO training (discussed in Chapter III) con-
sideration can be given-tO training AeSign_and the employment of training
methods. This chapter discusses -a procedure and _summarizes resources for
developing the design and methods-by which the training will be conducted.

I. The Training Team

The first question that arises as the_two programs move toward joint
.DD-VR staff training Is, "Who is_going_to develop and present the training

Courses?" Since this is joint training;, it will require thecooperative

efforts of the training .personnel of both programs. Although dividing
responsibilities between the trainers of the two programs is quite
pOssible-and_certain aspects of the training concern-either DDU or VR,
it is recommended that the trainers form themselves into a closely coordinated
training team.

Like all cooperative efforts, joint design and conduct of training'is a
time-consuming process. However, only through the joint involvement of
the training team can a balanced approach be reached in meeting-the training
needs of both DDU and VR staff. Many of the pitfalls of poor communica-
tioicin be overcome since the trainers will learn to understand am'.
speak 'each other's-program language. Equally important is the fact that

the coordinated training team will be seen by, the trainees as a model of
the program coordination that joint DD-VR training -is designed to foster,

II. Steps in Designing Training

In order to design a specific training program that will further the
goals of joint DD-VR staff cooperation and effectiveness, trainers should
follow a step-by-step procedure. Although the exact definition of the
steps may vary somewhat, all should follow a logical progression that serves
to insure that all pertinent considerations are included.

In this training guide, five steps will be used to organize the designing

process and to present resource materials for training.

O
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In following this procedure the trainers will:

-Analyze the need for training and select the, subject areas in which
to begin training;

-Establish the learning objectives;

-Ascertain the circumstances within which the training must be planned
to determine the existing limitationd;

npevelop a training design on the basis of the objectives s elected
and within the known limitations;

,-Establish,ways-of e4atuating,the-accomplishments of the training
and determining what remainttO be dont.

A. Step I - Analysis of-Need
1

The first step toward implementing a joint DD-VR training program
is the decision-on where to begin. In order to make this de-
cisionvisely, the training team-will need clues as to present

. program concerns.

It is important to note that even a well-defined,overall training
prOgramidoes not-contain all the clues needed to decide in
which program aretto'begin. It is to answer this question that
informatioh is sought from or about the potential trainees..
Generally speaking, two types of information are helpful: that
which ha's to do with -job performance and that which Is felt by the
,ttainees to be a need. 'Any-form Of performance appraisal or inter-
-:Views of the-trainees' .supervisors-will provide data that can be
'used to determine areas-that would be de:Arable for training._

is important that the training team does not rely on this At
their sole source of data for it will not reveal the more subtle
areas for needed training.

Clues on areas for training can be picked up only from the-trainee.
Here the trainers may listen to the off -ice grapevine, talk in-
formally with groups of trainees or conduct a formal interview
or survey: All of theie are useful deVices and serve to balance
each other. Too much reliance, however, on informal sources of
data will create a disproportionate emphasis since it may reflect
the views of a vocal minority.

In joint DD-VR training, it is particularly important that the
training needs of the staff of both programs are fully considered.
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It is suggested that this be accomplished in two steps:

1. Each trainer should talk-with the staff of ,his own program,
thus getting an insider's view of training needs-,

2. The trainers,should then sample the opinions:of staff in the
other program, thus gaining helpful objectivity.

After the training team has collected the basic information, they
are ready to analyze it and select priorities of training.
This is the first step in training program design. It also sets
in motion a circular process that includes planning, training, and
evaluation, followed by more planning.

Once an ongoing joint training' program for VR-DDU staff has be-
come welleitablished, the-trainers-will have much of the informs-
tion,they reqUire for selection of new areas fortraining. However,

with the continued turnover of staff, the passage of new laws and
regulations, and resulting policy changes, the-trainers will need
to continuously reassess training priorities.

B. Step II - Learning Objectives

When the trainers have dtermined the areas in which training is to
be provided, the next step ,is to establish the learning objectives.

1. What should the trainees know or understand better?

2. What should they be able to do or do better than before?

3. What staff feelings and attitudes are considered healthy and
desirable to develop or change in order to carry out
related program activities? Are there any staff biases or
prejudices which interfere with the DD-VR process?

Questions like these make it possible for training to be designed
so that it focuses on the desired learning.

a. Training Focus

Three possible foci of training may be distinguished in
establishing the learning objectives.

(1) Information. Here the training is concerned with ac-
quiring knowledge or developing understanding. It is

primarily an intellectual process.

13



(2) Job Skills. Here the training is focused on task per-
formance, as measured either by observable behavior
or by the finished product, e.g., the reports exchanged
between the two egencies.

(3) Attitudes. Here the training is directed toward pro-
ducing or eliciting a feeling or attitude deemed
appropriate by the sponsoring agencies,, e.g., developing
a positive attitude toward the referral and rehabilitation
of DI applicant!.

It should be noted that training may focus on one or more of these
areas. Consideration of these areas will make it easier to select
appropriate training methods, and facilitate reaching the desired
training goal.

b. Level of_ Trainim

In addition to selecting the proper focus for a given training
program, it is important to note whether the training is to
be directed toward orientation or to-learning specific details.

(1) Orientation." Training at this level serves to establish
overall program objectives. It.may also set the stage
for cooperation and other positive attitudes. -It may not
affect job performance directly.

(2) Specifics. Training at this level will deal in greater
detail with the subject-being studied. It_mayte fo-
cused on any of the three learning areas mentioned under
"Training Focus," above.

A consideration of training level is particularly important in
deciding how to handle joint DD-VR training. Much of it can be
expected to be on the-orientation level. Training in specifics
will require much more care to avoid alienating one or the other
group of trainees. It may be appropriate to provide both orienta-
tion and specifics at a given training session.

C. Step III - Limitations

Unchangeable realities of budget, space, time, trainee avail-
ability, and teacher competence may affect the training design
at any stage of its development. The limitations imposed by
such factors need to be considered as, they arise. For example,
limits may be set by budget restrictions. Contact with State
and Federal agencies may offer supplementary resources.
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A search for additional resources might not turn up new money,

but could uncover additional training materials.

In establishing the learning objectives for a program, the train-

ing team should avoid selecting one that *plies full coverage

of a lehgthY. topic when limited time is available. Other limita-

tions say become apparent later in .the design process.

In addition to-considering limitations-as-they arise, it is

important to establish a review point midway in the-design procesg.

A consideration of-limits too early can constrict the designing

process to the point where flexibility and opportunity for inno-

vation is lost. At the and of this review the training team

should keep a list of possible limitations for reference as they

continue to-design the course.

D. Step IV eveloplatte_-Tra__ni sk-Desi n

After the training need has-been analyzed, learning objectives

established and limitations considered, the actual design can be

developed for meeting the training goal. The following material

and Appendix E-is intended to assist the training team in selecting

the methods most appropriate for conducting the training.

1. Selection of-Methods

Training methods are neither good-nor bad in-and-of themselves.

They are only successful or unsuccessful in assisting the

desired learning to take place. Attention should be given not

only to the flow of learning' but alto to the choice of the

training method that will move the learning in the desired

direction. In order to develop a smoothly flowing design, it

is helpful to write the learning-objective for the course on

a blackboard or large sheet of paper-so it can be seen by the

members of the training team and consulted frequently as the

planning proceeds.

It is the training objective that determines the choice of

training method. Examples: 1) if the objective is that the

trainees master complicated written instructions for use on

the job, a I;cture might be used to introduce the material

and draw attention to its structure, difficulties, etc.;
2) a demonstration might show how the instructions are used in

a given situation; 3) a practice session might be arranged

to give each trainee an opportunity to try using the instruc-

tion% and,4) a small group discussion might provide an
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opportunity for trainees to compare their experiences and
point out pitfalls. A less demanding objective, of course,
could be accomplished with the use of fewer methods but attention
should always be given to the smooth flow of the design.

The critical question for the'training team 'in designing
a training course is, "What will help the trainees learn?"
In selecting teaching methods, attention should be focused
on learning. *Undoubtedly the choice of teaching methods
will be influenced by the trainer's confidence in handling
a particular procedure and existing physical limitations,
such as space. The emphasis, however, must remain on the
learning objective --new information, improved skills or more
appropriate attitudes.

2. Method of Instruction

To assist the trainers in selecting methods that are
most appropriate to the learning focus, the table on
the following page has been prepared for easy reference.
Appendix B explains these methods in greater detail and

- contains a bibliography for further reference.

E. Ste' Establishin: Evaluation Procedures

This final step in the design process is critical to the ongoing
success of the training program and will be treated separately in
Chapter V. The training team needs to be aware, however, that evalua-
tion is an integral part of good training design and should be
planned before the training is attempted.
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CHAPTER V

EVALUATION
At

I. Purpose of Evaluation of Training Program

The overall objectives-ofjoint DD-VRtraining_are to promote CooperatiOn
-on independent activities -of DDU And.VR,staff in- meeting mutual program
goals- and'to-increase effectiveness, Of indiVidbal staff members -in carrying
out related-programs. -Evaluation is-the -process-.ot trying to determine
whether, or to what extent, the joint training activities have led to
achieVihg these-objectives.

Both adMiniatratori and trainers are concerned with evaluation. The ad,-

ministratoris primarily concerned-with the quality of service provided
to the SSDI applicant and with training as it cOntributis to quality
service. Trainers are primarily concerned with the effectiveness of the
training program itself.

In many States, this evaluation is largely achieved as a regular part of
establithing internal qUality control procedures. Since experience indi-
Cates that AdiqUateevalhation and'revieW of a training program is an
essential element of qbality administration, State Directors should be
advised to include Such-proCedures where they-do not exist.-

II. Long Term Evaluation
. .

One of the evaluation areas the training team is concerned with is the
long-range effectiveness of the training program. Such evaluation is con-
cerned with staff development, the progress of-the DD-VR program, and
the evaluatiOn_of the joint training program. _Data Collected-by quality

control,procidured will provide" he'neCessary-backgroUnd- for program evalua-

tion. "Data collected by-the training eeam as partofthis long-range
evaluation can be used by the administrator is part of his quality assess-

ment. The training team Should therefore be encouraged to develop precise

evaluation Skills.

III. Use:of Feedback in Evaluation Process

Another area the trainers are concerned with ih evaluation is feedback on
the effectiveness of any single training program and its various components.
Some examples of forms used in collecting this information are given in

Appendix F.
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This kind of ongoing research is valuable for keeping the t-aihing closely
related to the actual learning needs of the trainees.

IV. Evaluation Pitfalls

It is difficult to evaluate training that relates directly to a regularly
performed staff activity. The joint training under discussion-here is
imbedded in ongoing DD-VR related activities and it is difficult to
determine whether the training was responsible for the change in job per-
formanceor whether such changes could be .attributed to other factors.
The difficulty is compounded by the brief training period compared to the
many related experiences of a regular 46 hour-week. Despite-this problem,
efforts should be made to devise methods of assessing the effectiveness
of training.

V. Steps in Evaluation Process -

A. Step I - Establish Objectives

Evaluation begins during the planning process when the objectives of
the training are established. The process of evaluation is greatly
facilitated by-establishing pbjectiVes in terms of specific
measukable'results.

-B. Step II - Measure Training Effectiveness

Once the objectives are clearly delineated, it is possible to devite
a way,or ways of measuring the degree to which -the objectives are
reached. For ekimple,_Wa.4ainint course on teiertal to VR, one
objective might be-to learn.the.ite0d-in 044-king material for
referral. A written test could measure this learning. The trainers
need to decide whether they would ask trainees to state the necessary
procedures or check answers on an objectivetist. Trainers would
decide what score would be regarded as indicating successful,learning.

If it is also important that the trainees leatn what information
must be provided in correctly filling out aform, such.as pormSSA-
853*, ithe objective should then be written n terms of job per-
formance. Evaluation data. could then be secured by having trainees
fill out a sample fori using documents in the case file. Here again,
a decision must be made as to the correctness of the reSporise.
This Could be a simple numerical counting. of correct or, incorrect
answers.

When the sponsoring agencies-wish to determine the value of the
training itself in order to develop an effective over-all training
program, it is valuable to ascertain the trainees' pre-training per-
formanCe in the Selected training, area.

*The Vocational Rehabilitation Report to SSA.
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The qualitative or quantitative difference between prior and post-
course training knowledge would then give an indication of the
effectivenesi of the training.

C. Step III - Improve Evaluation Methods

The use of most evaluation procedures will at best give a rough
measurement of the total training effort. If the objectives have
been sharply- focused and the measuring devices have been carefully
constructed, an effective means of evaluation can be achieved. In
an ongoing extensive training program, the trainers should determine
the affedmon program effectiveness of such factors as timing,
trainee grouping, duration of training, and the relationships among
courses.dealing'with different content. Illeyisay also wish to

measure the effectiveness of certain methodologies, content, and
training design employed:

It is quite possible for the VR- DD- training team to refine evalua-
tion tools so that results are increasingly accurate. The im-

'provement of evaluation tools is closely related_to increased skill
in training design and is an important procedure for all DDU and
VR trainers.
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APPENDIX A, Part I

DRPARTNENT.07,,REALTR, EDOC,ATION, MD WELFARE
Office of Vocational Rehabilitation

.Washington'.25, D.C.

October 31; -1956

intacret's LETTERLETTEI NTJ1UE 116.

TO: State =,Boards-of *ocationil-,EduCation;.-Divisiensof Vocational
Rehabilitation; Consissions_and-Other Agencies- for the Blind

SUBJECT: _Role of Vocational .habtlitattonAgOnóiSi in the Adiainistration
of the Disability -Provisions Of .the SoCial Security -Act.

Ms* Of you who. 'WM 404414 ic:-.00-='010.411 linking- Di thin- tannnii in
Denver, at which we considered- the 'responsibilities of the State vocational
rehabilitation sagencies-,in- the ,aintftration_.of ,the-disability,provisions- -

of the Scial Security Act, are fully aware of the ny problens and policy
considerations involved in -04 'legislation. . For those"who-Were not able
to be present, we ',Wait to recapture ,s0ikethieg Of the significance of the

-.session.

I came,away-withthe-coniriction that -the disability insurance
benefits Program.; :_next to Public Law 565, will :have_ a-_greater effect upon
Vocational rehabilitation,than_will-any_other eleoeloPeOnt in the next decade.
Therefore, the7way in-ebisk,w-e==discharge-_oUr Tesponsibilitie,-I0 the administration

of this prOgriai, and the degree to which the-StateVecational rehabili-
tation agencies are able- to achieve the objective espies:ad' by the Congress -
that =thir,'MaXissis.-'number-ofi-appliCant0='foi-:benefits be rehabilitated into
gailfulr,eMplorlent.,'are---allAmpertait in terse of the future of the voca-
tional rehabilitation program, and the belief that will be -engendered in the
"dads of everyone in the validity of rehabilitation is a service.

ononiiians-of_achiiriing, ths,objective,expteined :by the Congress Would be
,to-provide-that every -applicant for disability insurance _payisents have an
assessment not only of his -Presentability tO-iork,--but also of his future
wrk capacity. This would be easier_ to accomplish if the cost of assessing
future= work :capacity could be borne by the Trust -Fund. This proposal Was
fully discussed in Denver -and, at -that,_time, it was indicated by the repre-
tentatfireS of ths_DePartmetit that the legality:of the proposal was under
consideration. It.,hasnow been decided that the Social Security Act does
not proiride, a legal basis for the Trust Fund to,,assusie ,these Colts. This
-does not mean, however., that the 'desirability of making _a deteilination of
the future work capacity, and -rehabilitation 'pessibilities of an individual

t25
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is not as important is ever-frol-the pciint of view of the individual
beneficiary: The Department's-policy is to.Work out procedures in connection
with the-disability determinationiproceles-w4ch will facilitate.a State's
being able to Eve into -the-second"step ile_proleptly '14 possible.

There are -many resources within both-the disability determination process
and the-Vocational rehabilitation process that should be developed is relation-
ship to each Othei, And which, when-,this la-dOne,-can serve to strengthen
anCexpaid-vocational rehabilitation_serTiCeg-lor such beneficiaries. For
example, _the deVelopmint,Of:prOCedntel.thei will insure for rehabilitation
purposes the full-use-of-medical .inforisitiOnied data secured in- personal
interview! for disabititrdeterlinatienile ens such resource.

The guides and-operitihuprindiples.State vocational rehabilitation agencies
should observejn,the-adlidistritto*4Utne.sociatiecUrity disability'
benefits-00*ra are the:TOILiwingr

(1) To like vocational rehabilitatton,services:available to as many

(2) 'To etaff-as,pinnitly-a440ittble-itth,qeslifiecf_periednel having
inapOreciation,anCunderetendinved-vocatiOnailiehabilitation
philosophy, proendUrie-inilftethaiguiti,:eind, whireier pOisible,

to Olice"tipitienieirrehabilitatioXpersonnel,44-aupervisory-
calecities.

To-eetablinhvloie working tilationihipsrbetweenthedisability
deter:in-4in* Incictiiii and siaff.andfthe-rehabilitation fUnction

and-Staff% tivehe enctthit griater-elphaiis-ii-placed
the diiebilitylikefite-progral Oad4has been the

Otatiii. ce in the feet:

Te provide the, organisational. -and edmittistritive,flexibtlity that
lMill 'hist-seivcrthi-interesti of-both the,disability-Otermination
and *efiabiiititien,prOgremC

To devise, processes and so indoctrinate staff that information
iennied`ln the disibility-deterisincition processes so developed
aid'itgantieCtliat'fr-titiree 'the bliic.purPosee.oflotkprograms.

(3)

_ .

To eitabliph-ptiocediree-.that Witt ineurefrempt,use for rehiP.

bilitation pirPotes:ofithslidicil, Vonatienaland,other
dite,leCnkid in the disability determination, process. 10-make the
most -iffeCtiireUii4ftheie,ilsta for: ehibtlitation purposei,
tehibiltteitonaiieelieiti-shouid'be-inttistect, insofar as-possible,

stnniialeously deterlination or practically

60 the hells of thisi determination wheit-thi,disability determination
data' are current-and'benns of greatest value..



The Department is now preparing to negotiate with'State agencies to revise
existing agreements to provide for the disability determinations necessary
under the 1956 amendments. -We.ate preparing jointly with.Dureau of-Old4ge
and _Survivors Insurance-meterials-describing policiei, procedures and use of
staff to accomplish our dual objectives. These program policies-and operational
guides will be made available to you as suppleients to this letter and by
the-OUreaw of Old-Age-and-Survivors Insurance during the contract negotiations.
Also, Our Regional 4preildtatives and/or repteientatives from our central
offite Will be present, as necessary, during contract negotiations to help
expedite completion of the contracts and -to assist in planning-for the
implimeitation-of the aboveloentioned-guides end operating principles.

I cannot emphasise -strongly enoughrhe importance of-the,next_few-months
in planning to.do as effective:a job as voisible -te give-reality toAtur

philosophy ofirconstructivire-epproich to disability. We all know that

disability benefit paymente, Amportentfted_they-are:_when disability cutslOff

incoimr,-cen never tUbstitUtejor-recl.Weged. They'iteseldoni in-an amount
which will-enable the disabled individual to maintain the itandard=of'living

which-he and hii-family enjoyed When 14-4iotked. We should, therefore, give
him every opportunity for rehabilitation so that he May again attain a
position 'ofself-sufficiency, dignity, and independence inlmr society.

DISTRIBUTION
Direct Mailing

Executive Officers and-Commissioners
Directors or supervisors
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/2/
Mary E. Switzer
Director

Mit 88-57



I

APPENDIX A, Part II

DEPARTMENT OP VALTR, =MUM!, AND WELFARE

Office f Vocational Rehabilitation
-Washington 25, D. C.

November 6, 1556

DIRECTOR'S LETTER EMU 116, Supplement No. L

TO: State Boards of Vocational Educatioa, Divisions of Vocational

Rehabilitation,'Commiesisne-and Other Aginciei for the-Blind

SUBJECT: -Policy of the Social Security Administration and-the,Oifice

oUVocational Rehabilitation foiechirrinurehabilitation

objectives in the-adiiiistration of the Social Security

Disability Insurance-prograe.

The Office of Vocational Rehabilitation.and the Social Security Adminis-

tration have adopted the policy set forth in the attachment to this letter

for achieving the rehabilitation of the sexism number of applicants for

-social security disability benefits.

Attachment

DISTRIBUTION
Executive Officers and Commissioners

Directors or Supervisors

/s/
Nary E. Slitter

Director



POLICY OF THE SOCIAL SECURITY ADMINISTRATION AND THE OFFICE

OF VOCATIONAL RIRABILITATION -FORICIIIIVINGARBABILITATION

_
OBJECTIVES.IN IRE ADMINISTRATION OF THE SOCIAL SECURITY

DISABILITY INSURANCE PROGRAM

The Department of Health, Education, and Welfare holds that the piogrems

-of this Department, which do so much to relieve human distress and want,

have an equal obligation to help individuals before self-reliant and

productive. To the extent that present knowledge and resources will permit,

it is the Department's view that the relief of suffering and want should

be accomplished by positive efforts to rebuild the lives and capabilities

of people who have succumbed to personal misfortunes.

This concept has been in the forefront of the Department's thinking in

planning for the administration of the disability cash benefits program,

as provided for in the 1954,emendments to the Social Security Act. In

enacting these amendments, the Congress indicated its clear desire that,

along with cash payments-for eligible disabled persons, "the maximum number

of such individuals may be rehabilitated into productive activity."

We should therefore, administer the Social Security benefits program and

encourage administration of the State-Federal vocation.' rehabilitation

program in such a manner that every disabled person appliring for benefits

is provided:

(1) A prompt determination of disability based on a full and complete

evaluation of medical and non-medical facts in his case;

(2) An assessment of his- rehabilitation potential;

(3) Rehabilitation services, under our nationwide State-Federal

vecatiOnal rehabilitation program, to enable him to return

to suitable paid employment if it is determined that he has

a favorable work potential.

All steps that are necessary should be taken by State agencies for assuring

that sufficient information ism available -,for a proper disability determina-

tion. The evidence initially presented by the individual, together with

the information developed by the Bureau of Old-Age and Survivors Inakir&agO,

may be sufficient to establish that the applicant is or is not under a disability.

In other cases, the State agency may need to secure additional medical or

non-medical evidence from the individual's own physician, specialists,

rehabilitation center, or ether :surges; conduct personal interviews with

applicants and others, and where there is a reasonable likelihood that the

individual would meet the standard of disability, purchase additional medical

and other evidence. The record in each case should adequately reflect

information as to education, experience, inherent capacities and other

non-medical factors that will also provide the State agencies with basic data

for assessing the rehabilitation potential of applicants and for use iu the

rehabilitation process.
(31
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Ivory effort should bowed. to implement the policies expressed above.
An important part of the task is to assure that the development of
information for disability cases serves the disability determination and
within the pilicy set out below, the rehabilitation process. The second
important task is to so organise the rehabilitation referral process that
it facilitates prompt identification of applicants with favorable reha-
bilitation possibilities and assures maximum use for rehabilitation purposes
of the evidence collected for the disability determination.

It is the policy of the Bureau of Old-Age and Survivors Insurance that
the costs incurred by State.agencies in developing the evidence required
to determine whether an applicant meets the test of disability; as well
as continues to meet the conditions of current eligibility, are proper
charges against the Social Security-Trust Funds. This policy is applicable
even though such evidence has further,value, and in some instances is of
primary importance, for purposes of vocational-rehabilitation. The Bureau
of Old -Age and Survivors insurance is without legal authority to assume
responsibility for the casts incurred in the development of evidence for
purposes above and beyond-that required for the disability determination.
However, it is believed that in many cases the information secured for the
disability determination will be sufficient to assess the rehabilitation
potential of applicants.

It is also the policy of the Bureau of Old-Age and Survivors Insurance
that the State agency disability determination teams, in staking the.
disability determination will, as a part of the same process, identify
and screen out those individuals not likely to benefit from vocational
rehabilitation services. Thus, vocational rehabilitation counselors should
be able to concentrate on those individuals identified by the disability
determination teams as having rehabilitation prospects. For this group, a
basic step in the rehabilitation process will have been achieved.

Instructions and recommendations will be issued from time to time to assist
the States in the application of these principles. We believe these
policies provide a sound basis for bringing together our State and national
resources in a unified effort to deal withithe problem of disability in a
positive, constructive wanner and should facilitate the return to our labor
force of many experienced skills which the nation needs for the maintenance
and growth of our economy.

/n/
Charles I. Schottland
Charles I. Schottland

Commissioner id Social Security

November 6 1956
(Date)

32

Is/
Nary R. Switzer
Nary E. Switser

Director, Office of Vocational
Rehabilitation

November 6. 1956
(Date

OFR 101-57



APPENDIX I

Inquiry Form Sent to Selected State Agencies on Joint VR -DD Training



APPENDIX B

INSTRUCTIONS FOR COMPLETING INQUIRY FORM

This inquiry form seeks to collect data relative to the joint
in-service training program in your State. The major areas of in-
quiry relate to who planned the training, who conducted the training,
etc. Each of these areas (i. e. , who planned the training, etc. ) is
concerned with specific areas of training, such as Screening and
Referral, Continuing Disability, etc., which are described below.

EXPLANATION OF TRAINING AREAS

1. Screening and Referral Procedures -

This will include a discussion of prepared screening criteria;
what evidence should be included with a referral; actual me-
chanics of making the referral; action taken on referrals.

Z. Continuing Disability -

Include a discussion of trial work periods; medical recovery
cases; second periods of disability; suspension of benefits;
termination of benefits; and discussion of SGA (Substantial
Gainful Activity).

3. Orientation to Trust Fund Program -

Include requirements of law and regulations; verification
process and procedures; use of selection criteria with justi-
fication; necessary documentation; fi:scal and statistical re-
quirements; strong likelihood concept and extended evalua-
tion.

cOnteo

4. Disability Evaluation -

Include training in medical aspects of disability; psychological

L1' 35



and social evaluation processes; vocational assessments
(working evaluations, use of DCI and related matezials); im-
proving interviewing techniques; appropriate use of medical
consultants.

5. Intra-Agency Orientation -

Include general DD -VR orientation; joint field trips; obser-
vation of VR case work by DDU and vice versa.

6. Changes in the Law, Regulations, and Policies -

Include discussion of any changes in the Law and Regulations,
either RSA or SSA held with DDU-VR staff jointly.

7. Others -

Include any activity not covered in the preceding breakdown
with a brief description of the activity. Please write your de-
scription on an additional sheet.

Directions:

On the right side of the Inquiry form, check the appropriate
box (or boxes) which will answer the question. To illustrate, the
following examples explain how the questions are to be answered.
Question: "Who planned the training program?" Example 1: If
State VR staff planned the program on "Scree .ring and Referral, "
check the first box. E_ xample 2: If the State VR staff planned
training in all areas, check all boxes. Example 3: If State VR
staff planned training in "Screening and Referral, " and the first
.box is checked, but DDU staff planned the training in "Disability
Evaluation, " check the corresponding box in the second line..
Example 4: If both DDU and VR jointly planned the program in
"Inter-Agency Orientation," check the appropriate box. The above
examples are illustrated on the following pages.

36



Sample Question

"Who Planned the
Planning Program?" Areas of Training.

Example 1:

A. State VR staff members

B. DDU staff members

C. Both, working together

Example 2:

A. State VR staff members

B. DDU staff members

C. Both, working together

37
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INQUIRY ME

Instructions: Where necessary check
as many boxes as are applicable Areas of Training*

to
o)..
U..

30
co .4

co a,
.... .0k 4) 0

V 4a 2 ,'2 °11"4
c4 k '0 C.

°
) 0 03

U 00
be o 0 0 .9 0

(0 4,1
v.-I:tol 411741

03 3.1
0 0 CO0 14 0 ' le, 4A b0.-44) /4 211 A 0 1 0

h) co d Ay 0 0
ID 4) ci)

$.44 0 co ..-1 0 co .cil k-.4 0 b0
u 41 0 -.4 14 $4 rl b 44 $4 A 0 .45

ti) C4 OA 0E4 Afx1 40 ord 0
1. Who Planned the

Training Program? 1 2 3 4 5 6 7

A. State VR staff members 5 1 14 2 2 3

B. DDU staff members 3 15 2 13 4 10

C. Both, working together 16 5 9 6 18 9 1

2. Who Conducted the Training?

A. State VR 3 1 12 4 3 4

B. r 5 14 14 3 7

C. VR and DDU
working together 16 7 11 5 18 10 2

D. RSA staff 1 5 1 4

E. BDI staff 1 1 6 1 1 1

F. University 2

G. Other (specify) 2 1 1

MIUmbers shown refer to the number of Stets agency responses give*

for the particular area of trainiag.
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Instructions: (Continued) Areas of Training

Go
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3. Who was Trained? 1 2 3 4 5 6 7

A. Supervisor - BVR 12 9 18 11 16 17

B. Supervisor - DDU 15 10 14 10 14 '12

C. Counselor - BVR 17 16 19 13 17 18

D. Examiner - DDU 19 16 16 16 18 15

E. Trust Fund Counselor 9 9 13 7 10 11

F. Vocational Specialist
SSA District 3 2 3 3 2 2

G. Clerical BVR 3 1 3 1 2 1
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Instructions: (Continued) Areas of Training
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Instructions: (Continued) Areas of Training

I. SS Training Manual

J. DDI Regulations

K. Materials prepared
by Agency

L. No Formalized
Materials
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Instructions: (Continued) . Areas of Training
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6. How was Training Conducted? 1

A. Lecture 17

B. Panel Discussion 5

C. Question and Answer 18

D. Small Group Discussion 14

E. Large Group Discussion 6

F. Practice 5

G. Observation

H. Slides

I. Audio Tapes

3. Video Tapes
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Instructions: (Continued) Areas of Training

7. How was the Training
Evaluated?

A. Written Reaction Sheets

B. Informal Feedback
Group Sessions

C. Quizzes on Content

D. Written Critique by
Participants

E. Improved Performance
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8. Did the training event include any activity specifically
designed to improve coordination between DDU and VR staff?

19 Yes

1 No

If "yes," please identify briefly the most significant activity.
(Please use additional sheets.)

9. Please include suggestions for the format and content of a joint
training program. (Please use additional sheets. )

8 states responded

10. Please submit any specifically prepared training materials
which are relevant to the above questions. We are interested
in materials prepared by your Agency to facilitate joint in-
service training not at present available to others.

5 States responded
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An !amnia. of Joint Team Planning for a State Agency



A
P
P
E
N
D
I
X
 
C

T
R
A
I
N
I
N
G
 
C
H
A
R
T

A
n
 
E
x
a
m
p
l
e
 
o
f
 
J
o
i
n
t
 
T
e
a
m
 
P
l
a
n
n
i
n
g
 
f
o
r
 
a
 
S
t
a
t
e
 
A
g
e
n
c
y

S
T
A
F
F
 
T
O
 
H
I

T
R
A
I
N
E
D

S
 
1
7
 
3
J
 
E
C
T
 
A
A
N
D

T
I
N
I
U
G

S
C
R
E
E
N
I
N
G
 
A
N
D

R
E
F
E
R
R
A
L

C
R
I
T
E
R
I
A

C
O
N
T
I
N
U
I
N
G

D
I
S
A
B
I
L
I
T
Y

O
R
I
E
N
T
A
T
I
O
N
 
T
O

m
e
o
w
 
r
t
i
v
o

F
R
 
C
O
U
N
S
E
L
O
R
S

F
o
r
m
a
l
 
t
r
a
i
n
-

t
u
g
 
b
e
f
o
r
e

a
c
c
e
p
t
i
n
g
 
r
e
-

f
e
r
r
a
l
s

P
r
i
o
r
 
t
o
 
s
e
e
-

i
n
g
 
c
l
i
e
n
t
s

I
n
-
d
e
p
t
h
,
 
c
o
v
e
r
-

i
n
g
 
p
h
i
l
o
s
o
p
h
y

a
n
d
 
m
e
c
h
a
n
i
c
s

d
u
r
i
n
g
 
f
i
r
s
t

t
h
r
e
e
 
m
o
n
t
h
s

o
f
 
e
m
p
l
o
y
m
e
n
t

D
D
Z
X
A
M
I
N
I
R
S

F
o
r
m
a
l
 
t
r
a
i
n
s
,

P
a
r
t
 
o
f

i
n
g
 
b
e
f
o
r
e

r
e
g
u
l
a
r

a
d
j
u
d
i
c
a
t
i
o
n

t
r
a
i
n
i
n
g

o
f
 
c
a
s
e
s

f
o
r
 
D
i
s
a
b
i
l
i
t
y

R
z
a
m
i
n
e
r
s

G
e
n
e
r
a
l
 
o
r
i
e
n
-

t
a
t
i
o
n
 
a
t
 
e
n
d

o
f
 
f
i
r
s
t
 
m
o
n
t
h

F
R
 
S
U
P
E
R
V
I
S
O
R
S

F
o
r
m
a
l
 
t
r
a
i
n
-

i
n
g
 
s
o
o
n
 
a
f
t
e
r

r
e
c
e
i
v
i
n
g

a
p
p
o
i
n
t
m
e
n
t

S
o
m
e
t
i
m
e
 
i
n

f
i
r
s
t
 
m
o
n
t
h

o
f
 
e
m
p
l
o
y
-

m
e
n
t

O
D
 
S
U
P
E
R
V
I
S
O
R
S

F
o
r
m
a
l
 
t
r
a
i
n
-

i
n
g
 
s
o
o
n
 
a
f
t
e
r

r
e
c
e
i
v
i
n
g

a
p
p
o
i
n
t
m
e
n
t

P
a
r
t
 
o
f
 
r
e
g
u
-

l
a
r
 
t
r
a
i
n
i
n
g

f
o
r
 
D
i
s
a
b
i
l
i
t
y

S
u
p
e
r
v
i
s
o
r
s

I
n
-
d
e
p
t
h
,
 
c
o
v
e
r
-

i
n
g
 
p
h
i
l
o
s
o
p
h
y

a
n
d
 
m
e
c
h
a
n
i
c
s

s
o
m
e
t
i
m
e
 
d
u
r
i
n
g

f
i
r
s
t
 
t
h
r
e
e

m
o
n
t
h
s
 
o
n
-
t
h
e
-

j
o
b

G
e
n
e
r
a
l
 
o
r
i
e
n
-

t
e
t
i
o
n
 
a
t
 
e
a
r
l
-

i
e
s
t
 
p
o
s
s
i
b
l
e

t
i
m
e

1
L
)
R

D
I
S
A
B
I
L
I
T
Y
 
E
V
A
L
U
A
T
I
O
N

N
T
R
A
-
A
G
E
N
C
T

I
N
V
I
T
A
T
I
O
N

T
r
a
i
n
i
n
g
 
o
n
 
s
i
x
 
p
a
r
t
s
:

1
.

M
e
d
i
c
a
l
 
a
s
p
e
c
t
s

d
i
v
i
d
e
d
 
i
n
t
o
 
m
a
j
o
r

b
o
d
y
 
s
y
s
t
e
m
,
.

2
.

P
e
y
c
h
o
l
o
g
i
t
t
l
 
a
n
d

S
o
c
i
a
l
 
E
v
a
l
u
a
t
i
o
n
.

3
.

V
o
t
a
t
i
o
i
a
l
 
A
s
s
e
s
s
-

m
e
n
t
s
.

A
.

'
s
e
 
o
f
 
D
O
T
 
a
n
d

r
e
l
a
t
e
d
 
m
a
t
e
r
i
a
l
.

5
.

I
m
p
r
o
v
i
n
g
 
i
n
t
e
r
-

v
i
e
w
i
n
g
 
t
e
c
h
n
i
q
u
e
s
.

6
.

A
p
p
r
o
p
r
i
a
t
e
 
u
s
e
 
o
f

M
e
d
i
c
a
l
 
C
o
n
s
u
l
t
a
n
t
s
.

G
e
n
e
r
a
l
 
O
r
i
o
n

t
a
t
i
o
n
 
F
i
r
s
t

e
e
k
,
 
o
f
 
T
r
a
i
n

[
g
.t

n

S
e
r
i
e
s
 
o
f
 
:
m
a
t
i
o
n
s
 
t
o

*
o
v
e
r
 
e
n
t
i
r
e
 
a
r
e
a
 
d
u
r
i
n
g

f
i
r
s
t
 
y
e
a
r
 
o
f
 
*
p
l
o
y
-

s
e
n
t
.

A
r
r
a
n
g
e
d
 
s
o
 
t
h
a
t

i
n
d
i
v
i
d
u
a
l
 
c
o
u
l
d
 
s
t
a
r
t

a
t
 
a
n
y
 
p
o
i
n
t
 
i
n
 
s
e
s
s
i
o
n
.

y
 
o
b
s
e
r
v
e
-

i
o
n
 
a
n
d
 
o
t
h
e
r

b
e
h
o
d
s
 
d
u
r
i
n
g

i
r
s
t
 
t
h
r
e
e

t
h
e
 
o
f

p
l
o
y
m
e
n
t
.

n
n
u
a
l
 
R
e
v
i
e
w
.

C
H
A
N
G
E
S

I
N
 
T
H
E

L
A
W

A
s
 
i
n
-

d
i
c
a
t
e

b
y

c
h
a
n
g
e
.

F
R
 
S
E
C
R
E
T
A
R
I
E
S

M
e
c
h
a
n
i
c
s
 
o
f

r
e
f
e
r
r
a
l
 
p
r
o
-

c
e
s
s
 
s
e
c
o
n
d

w
e
e
k
 
o
f
 
e
m
p
l
o
y
-

m
e
n
t

/
a
-
d
e
p
t
h
,
t
r
a
i
n
i
n
g

i
n
 
m
e
c
h
a
n
i
c
s
,

f
o
u
r
t
h
 
m
e
e
k

1
:
1
D
 
S
E
C
R
E
T
A
R
I
E
S

M
e
c
h
a
n
i
c
s
 
o
f

r
e
f
e
r
r
a
l
 
p
r
o
-

c
e
s
s
 
s
e
c
o
n
d
 
w
e
e
k

o
f
 
e
m
p
l
o
y
m
e
n
t

N
e
n
e

N
o
n
e

N
o
n
e

A
s
 
i
n
-

d
i
c
a
t
e
d

b
y c
h
a
n
g
e



APPENDIX D

Listing of Training Materials Providing Content



Listing of Training Materials Providing Content

Some of the commonly used Federal publications providing
content which may be of value for joint DD-VR training purposes
are:

Vocational Rehabilitation Counselors Handbook for SSA
Disability Applicants, available from Rehabilitation
Services Administration (RSA) and Social Security
Administration (SSA)

An Introduction to the Vocational Rehabilitation Process,
Revised July 1967, DREW, RSA

Discussion Leaders Handbooks (covering various subjects
pertaining to the disability insurance program) prepared by
the Bureau of Disability Insurance, and available upon
request of State DDU's or the Bureau of Disability Insurance's
Training Office, SSA

Section 222 (d) of the Social Security Act, which. establishes
the Beneficiary Rehabilitation Program, and Subpart D,
Section 401.110 ff. of VR Regulations

Slides or Booklet -- July 1968 -Training Aids, Payment
of Rehabilitation Costs from Social Security Trust Funds,
RSA

Social Security Handbook, SSA

Vocational Rehabilitation Manual and other RSA Coded
Issuances

Disability Insurance State Manual
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APPENDIX E

Methods and Techniques for Joint VR-DD Training *

A. Lecture: a carefully prepared oral presentation of a given subject
by a person or persons qualified to speak on that subject; most
frequently used to impart information in a direct and formal manner;
particularly useful where careful and perhaps logical organization
or detailed descriptions are needed. **

1. Use of Lecture in the Program

The lecture is the most popular insturctional method used by States
which replied to the IRS survey on DD-VR training practices. It is
likely that the lecture was used in combination with other instruct=
ional methods.

2. Lecture Pitfalls

In joint training, where there is always a need to encourage greater
communication between the DD and VR staffs, there is a marked dis-
advantage by a heavy reliance on this least involving of all train-
ing methods. Not only is the training almost entirely dependent on
the trainee's powers of concentration, but the involvement of trainees
with each other tends to be peripheral.

I. Lecture Advantages

Despite the-inherent pitfalls just described, the lecture is an
important method for training. It is a fine method for imparting

.certain essential facts concerning'program policy or procedures.
It can be used effectively, for example, to explain to' VR counselors
the type of material contained in the disability claims folder which
is duplicated and sent to the VRinit with a referral from the
.Disability Determination Unit. The different reports usually trans-
mitted can be shown and the sections of the reports in which the VR
counselor will have a-particular interest can be stressed.

In addition, a lecture can be particularly appropriate when time is
limited, when the group is unduly large, or when the facilities are
restricted.

4. Lecture Aids

Almost any audio-visual aid can be used in a lecture to help the
audience focus their attention on the cubject matter. Illustrative
materials may be carefully prepared in a way that they can be used
repeatedly, such as in slides, film (movies) clips, colorful diagrams,
audio tapes of an interview, etc.

*Definitions in this section are adapted from Bergevin and Morris Group
Processes for Adult Education and other writings on adult learning.

**See chart on page 17 for the outline to which this material pertains.
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5. Methods Combined with Lecture

Methods which can be used in combination with a lecture to
increase audience involvement are moat frequently of the
question and answer, forum, group discussion, or panel variety.
Details on these methods are given below. They are usually
presented following the lecture.

One of the most effective stimulants to audience involvement,
however, is the use of a warm-up device. The audience may be
asked to formulate questions which they would like the lecturer to
answer. When this is done, it is impOrtant to allow time at the
end of'the lecture to discuss the answers given.

B. Panel Discussion: a discussion before an audience by a group of 4
to 6 persons with special knowledge about a sujbect. A panel
discussion may also consist of a series of short presentations of
different aspects of a subject.

A discussion format is often desirable in joint DD-VR training
since it can provide a lively interchange between staff of the two
programs. Further, it can be conducted in such a way that full
benefit can be given to the DD and VR program emphases while
illustrating good program communication: In an orientation training
program, a panel maybe used to stimulate trainee interest in the
issues of mutual DD -VR concern.

In setting up a panel, a chairman should be selected, if possible,
who thinks quickly and is articulate since his function will be to
keep the panel discussion moving. Panel members should also be
articulate and responsive, and represent different aspects of the
subject or points of view. A brief warm-up before the program begins
will stimulate a lively interaction.

Since a panel-discussion is essentially dramatic in form, it does not
ordinarily require the addition of teaching aids. It can be used
effectively in combination with group discussion or a question-and

answer period.

C. Question & Answer: a forum in which questions from an audience are
directed to an expert or panel of experts. It usually follows a
formal presentation but may also precede or be used with a present-
tation.

1. Advantages for Joint DD-7R Training

A question and answer period is most frequently used to clarify specific
points made by a speaker. This is particularly valuable in joint DD-VR
training for comparing and contrasting specific program requirements.

It is also beneficial for bringing into-the open the responses and
opinions of individual trainees and to reveal the general feeling of the
group. Since positive staff attitudes are important for the smooth

operation of DD-VR related activities, the question and answer method
should be used early in a training program in'order to deal with any
negative attitudes or unrecognized prejudices which appear.
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2. Function of a Moderator

The use of a moderator is highly recommended in conducting a question
and answer sessiOn,7unless the group is-small. He can encourage and
develop trainee participation often more effectively than the speaker
who may be somewhat committed to his prearranged material. The
moderator thus makes it easier for the trainee to ask and for the
expert to respond. He can also expand a question or control the
questioner who goes astray.

3. Use of Written Questions

When the subject is quite complicated or the trainee group is large,
it may be _helpful to have trainees write questions on-cards which
are collected prior to the question period. -Thii-provides an
opportunity for the moderator to consolidate the questions and
provide a more balanced coverage.

4. Useful Variations

a. Questions and Answers Preceding a Formal Presentation

A question and answer period preceding a formal presentation can
often serve to prepare the trainees tollear the speaker's present-
ation more clearly. In the hands of a skillful instructor, the
material which is covered by answers to trainee questions may
require only a summary of major points. However, both trainees
and instructors usually prefer an organized presentation of the
subject area following the forum. In this way all can be certain
that no major issue was omitted.

b. Group Interview

A particularly useful variation of the question and answer
technique is the group interview of an expert or group of
experts, and is most effective when the subject area is a
familiar one.

A more formal interview can be arranged by a committee of
trainees to handle a particular assignment, such as the pre-
paration of a gro4 report on new regulations for discussion by
the trainee group. The interview may be'conducted before an
audience as a variant of the panel presentation,or may be part of
the preparation for a written report to the trainee group.
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D. Small Group Discussion: a group of 5 to 20 persons meeting for inter-
change of ideas or for solving problems; a trained leader or chairman
chosen from the group usually, provides direction; frequently follows a
formal presentation; may-be the sole group activity or lead into a
presentation.

1. Use in Joint DD-VR Training

Small group discussion is the method, combined with lecture presentations,
Which will probably be most frequently used in joint DD-VR training. This
method allows for individual participation which is highly desirable for
encouraging cooperation among persons of desperate training and experience.
Also,-this method may be kept effective on a continuing basii by varying
the training design, including the format, leadership, agenda and combina-
tion with other training methods.

2. Variations in Discussion Methodology

a. Sub-groups or committees of two or more trainees can be used to
generate ideas, to develop alternative solutions to a problem,
etc. Usually, the smaller the grouping, the more opportunity
for participation.

b. Buiz groups are a ware-n0 device in which the total group is
'divided into sub-groups of 4 to 6 persons for a short period of
discussion. Ordinarily, no_keport is requested but provisioni
are'made for the momentum of the buzz group to carry over into
the total group disCuision. This technique isused- to generate
ideas and raise issues.

c. Brainstorming is a device for_ stimulating a wide variety of
possible solutions to a given problem. The key to effective
brainstorming is strict adherance to a procedure which postpones
until after the brainstorming session any evaluative responses
and actively encourages a stream-of-consciousness flow of ideas.
Short (2 or 3 word) ideas are encouraged by the leader. Ideas
should be recorded as quickly as possible and. without comment.
Two persons working at the blackboard will speed up the process.

E. Large Group Discussion: Formal interchange among 20 or more trainees
directed by an instructor or outside expert using an agenda and often,
parliamentary procedure.

Large group discussion is particularly appropriate when the subject is
fairly general, the issues clear, problem and solutions limited, and the
need for involvement low. Given these conditions a large group can explore
a subject, raise issues and reach a satisfactory decision within a limited
time span.

In order to encourage the creativity of the trainees, the discussion leader
may wish to include the following leadership approaches:
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1) Seek statements of many positions and, if necessary, prompt
by restating, questioning or offering new possiblities;

2) Encourage debate by calling for new statements either is
agreement or disagreement with-a position that has been
presented.

F. Demonstration: the performance before the trainee group of a job skill

or process by an expert(s) or selected trainee(s).

1. Use in Joint DD -VR Training

Demonstration: is customarily used when the objective is to learn either

how aOmething works-(such-as the steps in the DD-VR process) or-how

something gets done (for example, the proper way to complete Form SSA-853).

The demonstration may be conducted by the trainer(s) or by an outside

expert.

'2. Variations

In the demonstration itself, those who are being trained are passive

observers. It is often important that trainees try to reproduce the

demonstrated activity in order to develop their skills. This suggests

the science Laboratory model in which an experiment is first deionstrated

and then tried by-the learners. This is highly effective for learning

skills or procedures. For example, the- trainer will complete the Form

SSA-853 based on a case example and then a trainee can complete some forms

based on other Case examples. These forms can then be checked for

accuracy.

Still another variation requiring trainee participation is the assignment

to a trainee or trainee team as a project learning a particular skill and

then demonstrating it to the rest of the trainee.group. They may also

conduct a laboratory for their fellow trainees.

G. Practice: repetition of a particular skill by one or several trainees

with immediate feedback on the level of performance and opportunity for

correction.

1. Use in Joint DD-VR Training

As a learning process, practice is used when the training objective

focuses on learning a skill. This process is also useful in developing

communication skills which can be expected to enhance cooperation between

DD and VR staff.

2. Learning through Practice

The sequence followed in learning skills in this process consists of four

steps:
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a) Isolate and define the desired behavior. For instance,
in training for effective listening, the desired behavior
might be an ability to repeat in one's own vords the
ideas expressed by another person to that person's satis-
faction. In using skill practice for learning a job
sequence or procedure, this step may be in the form of a
demonstration.

b)' Try out the behavior. The training team would develop a
simple exercise that gives trainees an opportunity to
listen and respond.

c) Collect evidence on how the trial worked. The exercise
include feedback froth the speaker. It might also include
using -a third party whose function is to provide outside
feedback.

d) Refine and correct behavior on the basis of feedback
received. The exercise would include opportunity for a
new trial.

H. Site Visits: Observation by trainees of a particular activity or

activities of an agency; includes interchange visits by counterparts
in two or more agencies or programs.

1. Emphasis for Joint. DD -VR Training

Interchange visits by counterpart DD & VR staff can be extremely pro-
ductive and are highly recommended. In addition to their value for
orientation to the respective programs and responsibilities, inter-
change visits can be used for continuing self-training or as part of
the joint training program.

In planning interchange visits, the training team should be sure to
include training for clinical staff in addition to the more commonly
used orientation for counterpart professionals.

2. Values

Essentially a site visit provides first-hand experience of the subt-
letities of program procedures and the interrelationships among the
various steps in program operations. An interchange site visit also
increases the trainee's appreciation of an attitude toward the
counterpart program and the development of team spirit. It is in this
light that disability examiners and supervisors are encouraged to
visit with the VR counselor in his office and in the field, and vice
versa.

There is value too in clerical staff site visits. Through visits to
the counterpart agency,, clerical staff can learn how what they are
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doing is used by the other agency. This increases their apprecia-

tion for the value of their work and the need for accuracy.

3. Variations

It is possible to schedule site visits for individual, counterpart

pair or group study. Variation may also be provided by the use of

other training methods in conjunction with the site visit. For

example, in training clerical staff, a program supervisor might be

interviewed by the trainees or might give a short lecture on agency

functions.

4. Keys to Site Visit Process

The basic structure of the site visit as a learning process includes:

(1) Alerting the Trainee to observation of selected procedures,
tasks -ietc., which may also include reading assignments and pre-

paration of questions to be asked.

(2) Planning the visit to include necessary time for making notes,

getting answers to questions, examining reports, etc.

(3) Providing the trainees with a means of organizing their

observations to provide a focus for their learning. If the

objective included, for example, developing a keener apprecia-
tion of the counterpart agency's mission and function, a small
group discussion including solving a stimulated agency problem

could provide the appropriate framework for new understanding.

I. Case Study examination and analysis of a particular situation using

actual case records or specific facts; focuses on analysis of data

and problem-solving.

1. Value for Joint DD-VR Training

The case study method has certain characteristics that make it

particularly valuable for joint training. Since it is based on

actual work situations, it provides subtleties and interactions that

are useful in training for effective staff participation in related

program activities.

Some of the particular values are:

(1) Case material, i.e., disability claims folders and voca-

tional rehabilitation case folders, contain a rich source of

facts and case examples from which basic issues can be under-

stood and resolved. It enables the trainee to learn what the

concerns are in the counterpart agency for processing a DI

applicant or vocational rehabilitation client.
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(2) Preparations of case materials by trainees provides
opportunity for learning to observe real life accurately.

(3) Case study seeks to obtain the general principle from
the specific solution.

2. Components

There are three components of case study which contribute to its
value for learning.

a. Case Report. This provides a picture of the work situation that
will be studied. It may be case records or material developed
specifically for training, such as a detailed re7ort of the observa-
tion of a work process. This kind of ease material is particularly
valuable for study of interrelationships between program staff. The
report may be written or oral.

b. Case Analysis. This is the process of isolating and linking the
facts, identifying the underlying issues and principles, and de-
ducing the implications for action. Individual or group study may
be used.

c. Case Discussion. Attention is focused on the case as-a-whole.
Through discussion, the trainee group analyzes the case, develops
hypotheses, and proposes and tests solutions.

J. Stimulation: exercise in making decisions and solving problems in
a work situation modelled on a given job; provides immediate feed-
back on performance; usually performed by groups of trainees, perhaps
in competition with other groups.

1. Application to Joint DD-VR Training

Simulation as a learning method ranges from very simple single
exercises created for a trainee to highly complicated management
games. For the purposes of joint DD-VR training, the fairly simple
group exercise that can be developed by the training team is the
approach that will usually be most useful.

2. Development of a SimOation Exercise

When the training team has established a training objective which
requires a multiple focus on knowledge, skills and attitudes to be
developed, they may wish to consider a simulation exercise to reach
their objectives. They will look for a work situation that can be
developed as a prototype.

The training format should be developed in such a way that it cap-
tures the dynamics of the work situation. The problem, for example,
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may be presented initially by a memorandum that would typically
be received by the staff. As the simulation exercise moves along,
other memoranda, correspondence or "telephone messages" may be fed

to the staff. Each such additional piecelof material would add

to or change the direction of their thinking. Deadlines can be in-

jected to simulate reality. A simulated "day on the job" to be

played out in a few hours of training can provide stimulating
orientation to new job relationships.

3. ,Advantages

A. Provides an opportunity to perform actual job requirements in
a realistic laboratory situation.

b. Provides realistic feedback on performance in a cooperative or

interrelated activity.

c. A simulation is fairly easy for the training team to develop
and refine by the addition of new materials, etc. It can be sharply

focused on the particular needs of the trainees.

K. Role Play: the enactment of an on-the-jlb situation followed by

analysis.

1. Emphasis in Joint DD-VR Training

Role play recommended for use in joint DD-VR training focuses on
joint program activities or the relationships among DD and VR staff.
Among the training areas for which role play may be suitable are:
joint decision-making, negotiations and coordination, and joint
problem solving on such matters, for example, as DD referral to VR
and feedback, exchange of information, refusal of VR services, and

continuing disability investigation. Of,utmost importance in
DD-VR joint training, role play can serve as an effective means of

providing an understanding of both the problems faced and the feelings

experienced by the staff in the counterpart program.

2. Characteristics

Role play may be characterized as:

a. Dramatic playing out of an interaction between two or more

persons;

b. Expression of feelings and reactions as if the situation were

real;

c. Experimentation with .new roles, actions or understLndings and
consolidation of selected practices through repetition in a variety

of settings;

d. Analysis on observations.
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3. Types of Role Play

There are two broad types of role play requiring somewhat different
approaches and procedures.

a. Preplanned

In this approach, the training team is given or selects a situa-
tion which is related to the learning objectives and which can be
enacted by one or more trainees. The story-line is developed
including a description of the background and setting of the inci-
dent and briefings on the roles to be portrayed. The advantage of
this approach is that the training team can focus' clearly on the

learning objective, and salient points for discussion can be iden-
tified.

b. Spontaneous

This approach demands flexibility and spontaneity on the part of
the training team. To be effective, it must be quickly generated
to, work with an immediate issue or problem. The advantage of this
approach is its capability for workinion a central issue at the
time it emerges in the training session.

4. Variations

a. Role Reversal

In this method, trainees play each other's role. This provides an
opportunity to learn the constraints and procedures under which
the counterpart staff member, operates.

b. Alter Ego

In this method, a trainee expresses in the first person thoughts
which he believes a role player may have but is not expressing.
This provides an opportunity to bring into the open points of view
that may, if they exist, be interfering with communications between
DD and VR staff.

c. Role Rotation

In this method, several trainees try enacting a key role. This
provides an opportunity to observe 4nd test the effectiveness of
several approabhes to a particular problem.

5. Combination with-other Methods

Role play requires the use of discussion. Observations are shared,
problems are diagnosed, the validity of proposed solutions is ex-
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plored, conclusions are drawn and generalizations made all

through group discussions.

In addition, role play can be used in the case study method or
in simulations to provide an arena in which proposed solutions can

be tested. Spontaneous role play can be particularly helpful

in dealing realistically with case material.

L. Project. Task carried out by a trainee or trainee groups for the
accomplishment of specific training goals.

1. Use in Joint DD-VR Training

a. Value

Projects are particularly useful in providing on-the-job training
since they can be designed to fit the needs of a particular DD-VR

counterpart staff team. The greatest value of a project is that

it is directly related to job requirements.

b. Pitfall

The training team must avoid confusing training responsibility with
supervision of the DD-VR staff work and with their supervisor's

responsibility for quality performance. A particular portion of the

task chosen by the supervisors can be used as the training medium

under the direction of the training team. This procedure has the

advantage of involving both supervisors and trainers in appropriate

roles.

2. Steps in Project Development

The following order of steps should provide a useful learning ex-

perience for a particular DD-VR staff team.

a. Identify the job area in which training is to take place.

b. Establish clear learning objectives.

c. Develop a written plan. This is done by the training team
and reviewed with the supervisors as well as the trainees.

d. Evaluate the learning experience. The training team should

collect judgments from both the trainees and their supervisors.
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This book contains a fairly complete discussion of the objectives of
laboratory training, a description of the technique and its relation
to various theories of learning, an emphasis on affecting attitudinal
changes, and concludes with an excellent selective bibliography.

8. Schmidt, Warren H. , Ed. Looking Into Leadership. Wash-
ington, D. : Leadership Resources. (1750 Pennsylvania
Avenue, N. W., Washington, D. C. 20006). ($12.75, set.
$1.25 individual monograph)

This series contains fourteen monographs available separately or
bound into one volume. It covers many aspects of organizational
leadership in a format readily useable by trainees and contains per-
tinent material to joint training and other cooperative projects.

9. Fourth Institute Rehabilitation Services. Training Methods in
Vocational Rehabilitation. Washington, D. C.: Dept. of Health,
Education, and Welfare, Vocational Rehabilitation Administra-
tion, 1966.

This book i§ ^oncerned with the theory and methodology of training
applied to preparation of Rehabilitation Counselors and development
of State agency personnel through in-service training.

10. Milikin,David and Rusalem, Herbert (Editors) Vocational
Rehabilitation of the Disabled: An Overview. New York, N.Y.

New York University Press; 62 Fifth Ave., 1969; 326 pp., $7.95.

This book provides an introduction to the principles and concepts
of vocational rehabilitation by outstanding leaders in the field.
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APPENDIX 17

EXAMPLES OF FORMS USED

IN EVALUATION OF TRAINING
I. Evaluation Questionnaire for Professional Staff

Evaluation - Course Title Date

Instructor

1. Was the subject matter adquately covered?
Exceptionally well ( ) Satisfactorily ( ) Definitely Not ( )

Z. Did you get ideas you can use or share with others when you

One ( ) Several ( ) None ( ) Many ( )

3. Was group participation good?
Too Long ( ) Too Short ( ) About Right ( )

Helpful ( ) Very Valuable ( ) Harmful ( )

4. Has the course improved your on-the-job effectiveness, or do
you believe it will?
Not At All ( ) Very Much ( ) Some ( )

5. Did the course motivate you to do related outside reading?
During After Much ( ) Some ( ) None ( )

Course ( ) Course ( ) Book ( )

Trade or Professional Magazine ( )

If Other, What?

6. Were course materials (Notebooks, Passouts, Etc, ) useful?
Somewhat ( ) No ( ) Very ( )
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Evaluation of TrainingContinued

7. How would you rate the instructor in these ways?
Excellent Organization ( ) Good Organization ( )

Poor Organization ( .) t
Dull ( ) Very Interesting ( ) Fairly Interesting ( )

Use of Language: Good ( ) Excellent ( ) Poor ( )

8. Were our services good in these areas:

A. Handling of Registration --
Excellent ( ) Satisfactory ( ) Poor ( )

B. Infotmation on Parking --
Excellent ( ) Satisfactory ( ) Poor ( )

C. Directions for Locating Class --
Excellent ..( ) Satisfactory ( ) Poor ( )

D. Classroom Facilities --
Excellent ( ) Satisfactory ( ) Poor ( )

..

E. Coordination and Assistance --
Excellent ( ) Satisfactory ( ) Poor ( )

F. Any Suggestions?

9. Do you plan to take other courses in this series?
Yes ( ) Uncerta!n . ( ) No ( )

10. Name any other course in this subject area which you would like
to see offered.

74

Signature (optional)

I



II. EVALUATION QUESTIONNAIRE

EFFECTIVE USE OF SECRETARIAL TIME

1. Did you find that the training session had value for
you?

2. Were you satisfied with the performance of the
group?

3. Did you have opportunity to take an active part?

4. Do you think it would have been helpful if the less
talkative members of the group had expressed their
opinions more readily

5. Do you feel that the discussion was dominated by two
or three persons?

6. Do you feel that the material was covered in enough
detail?

7. Do you feel that too much time was spent on
unessential details?

8. Do you feel that the material covered is applicable
to you and your assignment?

9. Do you feel that you have a better understanding of
the lines of communication?

10. Do you feel that you need more information or
knowledge on operating procedures?

11. Do you feel that there is ample resource material
available in t: district office%

12. Do you feel that you will be able to do a better job of
planning and organizing your work?
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Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No



Evaluation Questionnaire- -Continued

13. Do you feel that you know how to better organize
your material for dictation? Yes No

14. Do you feel that you will be better able, to make more
effective use of your secretary's time? Yes No

15. Do you have any recommendations to offer that you
feel would have value for other members of the staff? Yes No

16. Do you feel that you are a part of a team? Yes No

17. Do you feel that you are the decision-maker on your
secretary - counselor team? Yes No

18. Do you feel that you have a better understanding of
the mechanics of secretarial work? Yes No

19. Do you feel that you have a better understanding of
why you need to keep your secretary informed? Yes No

20. Do you feel that you have a better understanding of
the need for teamwork? Yes No
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APPENDIX G

IRS Prime Study Group
on

Use by DDU of Workshop Facilities in Evaluation
and Potential Use by Vocational Rehabilitation

University of Pittsburgh - Sponsor

Abrams, Joseph, Rehabilitation Services' Administration,
Washington, D. C.

Clanagan, Fredric, Social and Rehabilitation Services, Region I,
Boston, Massachusetts

Clark, Mrs. Margaret F. , Rehabilitation Services Administration,
Washington, D. C.

Cook, Joseph, Division of Vocational Rehabilitation, Rhode Island

Justis, Edward, Department of Vocational Rehabilitation, Virginia

Koch, Gary C. , Social and Rehabilitation Services, Region III,
Charlottesville, Virginia

Rogers, Mrs. Georgia, Bureau of Vocational Rehabilitation, Ohio
(Chairman)

Swisher, Glen M. , Vocational Rehabilitation, Missouri

Waskey, Mrs. Edith, Social Security Administration, Baltimore,
Maryland

Wendland, Leonard V. , Ph. D. , University of Pittsburgh, Pennsylvania
(Project Director)

Young, Philip, Division of Vocational Rehabilitation, Illinois

GP 0 906.440
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