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CHAPTER I

INTRODUCTION

The following rep.ort records the planning process of curriculum develbpment
for the projected undergraduate .program of gerontology at the Institute of Geron-
tology, Federal City College. Under‘.the direction of the Office of Experimental
Progtj‘ams, the Institute was organized in July 1971 and funded by Title V Train-
ing Grant from the Admin_istr‘ation On Aging, Social and Rehabilitation Service,
Dgpartment of Health, Education and Welf';ar'e .

The goal of the project was to develop curriculum ';‘hfstudies in aging for
Federal City College undergraduate students, interested community pers‘oné and -
workers employed in services to fhe elderly. - The planning of the curriculum and
general program of the Institute was required (1) to relatetdir'ectly to thé needs
of old.er persons in the Washington area, (2) to identify and relate tt;'aining to
specific employment po;ssibilities in services to the aging, (8) to meet in-service
tra»ining needs of direct service workers, owners, managers and supervisors of
long-term care facilitigs, .(4) to present tentative training plans leading to A.A.
and'B.lA. degrees with identified field placements, (5) to de.;/elo'p possible short
cburées and (6) to 10cate potential faculty for teaching in the.progrém.

This methoa of planning curriculum in geréntology spepifically relevant_,t\o
empléyment oppor*tunitiés as determined by job analysivs and the need; of the
elderly themselves has represented an innov:?ltive appr‘éach to training and educa-
tion,’-.e an approach particularly necessary and importaht in me_eting demands of
pubiic city colleg.e stgdents for j_ob—oriente'd, higher education relevan‘t to-social

problem so_lving.



To fulfill the goal of a curriculum in gerontology related to employment and
services, it was necessar‘y to gather spécial information. First of all, what do
3

older persons themselves see as important areas of needs for better services?

Secondly, what do persons already working with the elderly think about their jobs

" L.

- ~

and what further thaining might help their present performance and future career
poésibilities? Thirdly, how do agencies as employers (1) identify present and
future needs for additional workers, (2) classify types of services provided vto and
needed by elderly clients ,and (8) support in=service training for employees?

Dr. Harold Shepplar‘d ar;)d Dr. Sidney Fine of thé W.E. Upjohn Institute for
Employment Research were consulted for advice and assistance in many aspects
of the total planning process and particularly in the gathering and analyzing of
infdrmation concerning the questions listed above. Dr. Fine and Dr. Sheppar‘_d ]
have special interest and experience inh employment and gerontology; both contri-

buted in mémy ways to instruct and guide the staff of the Institute of Gerontology

- in accomplishment of the goals of the curriculum development plan.

~.

Three surveys were undertaken to gather information relevant to the planning.

Survey implementation was carried out by students enrolled in a special seminar
and"p"r‘ac’.cicum sponsored by the Institute under the Department of Urban Studies.

Dr‘ Theodore Wang, faculty mgmber of the Business Division of Federal City

College taught the course and the practicum. Students were taught elements of

research, interviewing techniques, data processing and analysis. They pretested

and revised questionnaires, conducted interviews and assisted in processing, -

collating and interpreting data. Selected student reports of the total experience

1

See Appendix I1, SU-412: Special Seminar in Social Plann'inLFor the Elderly.
' 2
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are included in the appendix.

Ih addition to the three original surveys, further surveys of agencies and
organizations weré made, one which ide:wfified future empioyment possibilities
for trainees in the Washington area, one by telephone to all nearby colleges
and universities to locate other possible aéademic offerings in studies in aging;

The staff of the Institute also suyrveyed the curricula and training operations
of other gerontology programs and talked to students, faculty and directors to
gafher ideas énd suggestions whic;h might be apglied to the developme_nt of
Institute programs and course offerings. . |

A functional job analysis was compléted of the job of a personali care home
operator in avf’urther‘ effort to pinpoint content 6f undergraduate geron;cology
curriculum relatled to actual tasks performed in working with the aged.

lé’er‘haps as ir;nportantly as the surveys and analyses, the development of
curriqulQm has been influenced by fhe actualities of possible implementation.
The acceptance of the experimental curriculum by the academic IcTépartments
of the College, the location of potential faculty to teach the ger‘&ntology cour;ses,
the developméht of a s(lp‘)ecial library - informatiop center, the recruiting of

students and most importantly the avaiiability of funding —~- all have been

factors inﬂuehcing the planning process.

QSée Appéﬁdix I1I, Summary & Sample of Student Field Reports.




CHAPTER II o

SURVEY OF THREE GROUPS OF SENIOR CITIZENS

Plan

The purpose of the survey was to disco_\)er‘ what old persons living in
different settings saw as their needs for servic;es, and their attitudes towards
‘cur~r~er.1t prectices in service deli.ver*y.

.An originél questionnaire was prep?r‘ed by thé staFF of the Institute in con-
sul’;ation with Dr, Harold Sheppard of the W.E. Upjohn Institute‘for Employment
‘Resear‘ch. It was modeled after tHe F’r‘ojecf Find questionnaire1 ﬂ*onﬁ the National
Council On Aging. The final version used was considerably modified and shorten—-
ed and was not aimed at "case-finding" as was the former. The questiovn'nair‘e
was designed to be filled out during a personal interview of approximately 45
minutes.

Student interviewers were briefed and trained throggh pre~testing exercisés.
to administer the questionnaire. With some exceptio'n,'the interviewers were
suc;cessful in their taskg.. Every interviewer encountered persons eligible by
age and by location to be re§p0ndents who refused to be interviewed. In genetal,
‘however, the respondents were cooperative and even eager to talk once the initial
contact was succéssfully completed. The personality, manneh and appearance
of the student intle‘r‘viewer‘s éééhﬁed tb have a mak_‘ked effect o.n his or her ability

&

to gain consent of the older person to be interviewed. All interviewers except

one were Black; five out of twenty were themselves senior citizens enrolled in

£

1Natlonal Council On Aging, Report On F’r\o_]ect Find, The Golden Years. .o
A Tarmshed Myth New York, 1970.
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the special seminar as continuing education students.

Senior Citizen Survey Population

The population to be surveyed was drawn from three different samples of
persons over 60. The same questionnaire was used-in all three.

The first group of respondents were selectelc_jﬁr‘andomly from among the
Pesid_ents of;' two pr‘ivétely—owned and operated apartment-hotels open exclusively
to old;an p‘érsons who are capable of independent living and who can'pay the
moderate to high rents. The student interviewers talked to persons willing to.
be' interviewed at éver‘y f%ﬁ:h door at these two locations.

The second group ‘consistéd of a sampling of persons living in the District

et
-7

of Columbia public housing apartments for‘ thef ;lderly. In general, eligibility
for admission to these apaf‘tmen_ts is restricted to persons 62 or clder capable
‘ 3

of independent living, wit:\ limited incon'{es and with limited assets. Rent in these
apartments is bgsed on 25% of the occupant's income. Interviewers for this
qroup 'wére the f:ive Black elderly students enrolled in the special seminar.

The third group wgs made up of a sample of community residehts over 60.
Dr. Sheppard assembled a group of D'istrict'of" Columbia census tracté \nN_hich
statistically showed a high proportion of elderly residents in the general population
and which were located in geographic areas of the city that would likély"house a

high proportion of Black residents. Rlocks to be surveyed were then selected at

random from this purposive sample of tracts. The interviewers were assigned to

2See Appendix 11, Practicum for SU-412 included field interviewing.

SBelow $4,500 a year for a single person; some younger (under 62) who are

disabled, also eligible. ) :



begin interviewing at a randornly selected dwelling in.a épecific block and to in-
terview thereafter at every seventh door, any r‘esiden’t who wasg more than €0
years old. All blocks selected were covered; where possible, call-backs were

.

made at doors that were not answeréd on the first occasion.

Profile of the Three Groups.
It was anticipated that some distinct diﬁ“er'encés would be found among these
three groups, described on the preceding page. Therefore, questionnaires from

the groups of respondents were processed separately to identify possible differences

in the data from the three populations.

TABLE 1. CHARACTERISTICS OF 206 RESPONDENTS IN 3 PLACES OF RESIDENCE (PERCENTAGE)

Pvt. Apt.-Hotel Public Housing Community

Characteristics S (n=39) (n=95) - : £h=74)
Sex: Male ' 16% - 28% 36%
Female 84 72 64
Race: Black ; 13 94 68
White L 87 . 6 32
Age Group: 60-69 Years - . 10 36 46
‘ 70-79 Years : ' 60 42 ' 42
80 & Over . 30 22 12
Living Alone: S 87 75 34
Living With Others: ' 13 25 66
Income: Under $1000 5. . 12 ‘ 11
Under $2000 : g 62 26
Under $4000 . 46 12 . 26
Under $6000 31 3 12
Over $6000 . _ i 11
No Answer o 10 11 ' 14
Highest Ed. Level Completed T~
4th Grade or Below , 5 20 _ 14
Grade School 5th - 8th T 10 50 35
High School 9th - 12th 49 24 29
College 1 Yr. - 4 Yrs. 29 4 15
Graduate 1l Yr. - 2 Yrs. 7 2 : 7.

Some interesting corjtr‘asts méy be noted. The highest proportion of men
was in the community sample. .The apartment—hotel dwellers were 87%. white,
‘contrasting with 24% Black in public housing apartmenté for the eldérly. In the

o :ommun.ity sample, the proportion of respondents was 68% Rlack, 32% white,

RIC |

IText Provided by ERIC 6 .
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.similar to the figures for the general population of the District of Columbia.

It should be noted hoWever‘, that aﬁqong all persons 65 and .over* in the District,
57% are white, 43% Black. Only one-third of the community sample were
living alone in contr‘asE to three-fourths of those in public housing for the elderly
and nearly nine-=tenths of those in private apartment-hotels for the elderly. In
the commun{ty sample, the elderly population Was relatively younéer than the
other two groups living in special housing, with a w{d@ range of individual

: » .
differences in incorﬁe and educational levels, two-thirds Rlack.

In the apartment—hofels for the elderly where the income and educational
level was highest of the thrée groups, the respohdents.were on the average con-
siderably older, mostly living alone, and predominantly white females. In the
public housing sample, the group was predominantly Black, with low income,
low educational levels and three times as many women as men.

Data would seem to indicate that the older tHe eldebly persoﬁ is, the more

likely it becomes that he will be living in special housing regardless of incbme

level.

"The Respondent's Perception of Needs

Questions were designed to ascertain the unmet needs of respondents and
the degrees of sa;cisfaction or dissatisfaction v;/ith various aspects of their lives
such as living arrangements, health care, etc. Responses were ex;’:lmihed to
pi%poiht areas of need; curriculum for training in aging should certainly include

an understanding of such needs and possible means of intervention to relieve them.

4Latest figures show approximately 72% of the total District of Columbia
population‘ as Black.

IToxt Provided by ERI



Livirg Arrangements

TABLE 2. RESPONDENTS' RATING OF LIVING ARRANGEMENTS (PERCENTAGE)

Question “esponse’ Pvt. Apt.~-Hotel Public Housing Community
How would you .xcellent- Good 927 - 85% 72%
rate your pre- Fair - Poor 8 14 26
sent living No Answer _ 1 2
arrangements?

Private apartment-hotels for the elderly were conside’r‘*éa"'e;(ééﬁent or
good by most of the occupants responding. Persons living in public housing
for the _elderly also generally perceived their living’ arrangeﬁents as good or
excellent.. |

The. respondents in the q§r_ﬁmunity s:;lmple were genéral.'ty less content with
their living arrangements. As more of these persons also lived "Ln group situa-
tions (rather tinan singlé or double occupancy abartments) » hegative attitudes
toward living arrangements found among 26% could have related to economic or
family situations in wﬁiéh they were living as well as physical surrandings._
Sixty pércent of the community sample owned or were buying their homes or
lived with relatives rent free -— strong economic reasons. Fo'r:‘ remaining within
the present living arrangements regardless of the quality or convenience of such
accomodations. |

The interviewers were also asked ’;o observe the ""general state'" of respon;
dents' living quarters and rate t.he condit.ions as excellent, good, fair or poor.: E
Ratings of "faif" or "poor'" were applied to 24% in the community sample, 15%
in public’hdusing for the elderly, 8% in pr~1vate apartment-hctel residences entered,

These findings Fnay mean that home ownership ard living in one's own home

is not an ideal goal for urkan aged. The trend towards real estate tax reductions




for elderly notwithstanding, such ownership may mean that old people in cities
are stuck i.n inadequate or unsuitable housing in deteriorated areas. On _the
other hand, if they sell their properties, they may be unable to %’ind other housing
at aﬁ’ordable rents. |

There is evidence throughoﬁt the survey that for urban low—-income elderly,
there are some distinct advantages acknowledged in living in special public housing
rather than in the general community. The presence of special services such
as health clinics, shopping, meal service, planned'r'ecr‘eatio;‘), etc. seem to
makg housing for the elderly popular and de;iréblé.

It is likely therefore that specialized multiple housing units for the elderly of
all income levels will increase in the future...A The implic;’:ltions for training pur-
poses would indicate a need for more l;wousing administr‘ator‘s and service workers

trained.especially to serve elderly persons in spécialiéed housing as well as

persons to develop and plan.more such facilities. &
Approximately ten percent in each of the three groups thought their health

would be better if they chanbed their places of residence.

Health

i

In the area of‘ health and health services, the rate of satisfaction with services
and the respondent's view of his own state of health were generally higher than

might be expected (see Table 3). The factors of residence, race and income

)

levels may explain some of the differences found amohg tHe_ three groups ™




TABLE 3. PERCEPTIONS OF HEALTH BY RESTDENCE GROUPS (PERCENTAGE)

Question Response . Pvt. Apt.-Hotel Public Housing Community
In general, Very Good, Godod 57% 38% 54%
would you say Fair : 31 38 . 31 -
that your Poor, Very Poor i 21 15
health was: No Answer 1 3

Do you feel Yes 95 85 77

you are getting No : 3 12 - 22

all the medical = No Answer : i 2 3 1

& nursing care,
medicine that

you need?

Are you seeing Yes . 54 37 57
" a dentist as No ' b4 54 : 42

often as you . No Answer 2 9 1

need to? '

The pe'rception of need for more dentall.:car‘e was high in all groups; but
especi.a{lly SO arﬁong the poor Black elder‘ly. "There were many sgacial notations.
by interviewers that bespondents had few if any teeth and/or used full dentures.
fhe percentage of need for more dental care was so high, in fact, that the ques-
tion may have been interpreted,as including past unmet needs for dentistry as )
well as presently perceived needs.5 Although the residents of public h\ousing

for the elderly have a higher rate of self-perceived ill health, they have startlingly

higher frequency of visits to doctors and clinics. In the puhiic housing group,

70% saw a doctor once a month or more compared to 44% and 38% in the other

. groups. These findings suggest that low-income, old persons in public housing

(in this instance predominantly Black) need and use medical treatment more than
those white or Black elderly of higher income levels. Reasons for this might be

due actually to poor health and‘/or better availability of clinic and health services

[y

5The D.C. Medicaid plan provides only emergency treatment for dental pro-
blems. Special requests for prosthetics such as dentures and bridges are subject

to lbng delays.

10



to residents of public housing units than to those older persons living in the
general community regardless of income.,

Eldérly persons of low income who are entitled to Medicaid cards or free
health services may actually seek and receive more health care than' those-
middle inccme elderly eligible for only Medicare. From comments written on
the questionnaires, other important'var‘iébles ih frequency of seeking..health
care are transportation, ease of consultation by telephone and availability of
appoinfments . |

A significant difference among the three groups was npted in the frequency
of use of health service facilities and visits t.o doctors, again suggesting the .
importar;ce of easy access‘;bility of health clinics to r‘esidents of public housing
as well as a higher incidence of health pr\oblerlns among eldehly low income Elacks

than among elderly whites or Blacks of middle income.

TABLE 4. USE OF HEALTH SERVICES BY RESPONDENTS IN RESIDENCE GROUPS (PERCENTAGE)

Question Response Pvt. Apt.-Hotel Public Housing Community
How often do you Once a Month or More 447 70% 38%
generally see a Once Every 6 Months 20 o 20 20

“doctor? (At Once a Year or Less . 31 2 21
clinic, hospital, Never Go _ 5 4 11
center,- or doc~ No Answer 4 i

- tor's office). '

*1f you see a Too Expensive 4 12
doctor only Afraid He'll Find Something ’ 2 . 1
once a year or Transportation Problem L - 4 : 8
less, why don't Don't Like to Go 3 1 1
you go more Don't Need to.Go 33 8 14
often? . Other 2 4 5

: % of Total Answering 39 23 41
What health ser- Health Clinic 30 : 16
vices have you Hospital T 5 , 33 ' 24
used during the Visiting Nurse A 15
past year? No Services Use

Recorded .95 i - .33 45
*Multiple answers possible, -

" The percentage’ of those who never go to the doctor was highest among the

community group - 11% as compared to 4% and 5% in the other groups. The reasons

11



given for infrequent visits to doctors showed that transportation and expense
werge problems for those living in the F:ommunity. Again tbe proportions of those
who don't go to the doctor because they '"don't need to go'' support the self-
perceptions of health in Table 8. Of middle income whites, 33% of 39% answering
why they don't often go to the doctor indicated no need; ‘middle and low-income
mixed white and non-white, 14% of .41%;.and ldw-income Blacks, 8% of 23%. It

is significant that of the respondents in the community sample 12_% of the 41%
answering the question didn't go to the doctor becauée of expense. Urban aged
non—\;;hites seem to need and use health services more than whites .6

In another question, ill health and disability'r‘anked higher than age require-

ment as a reason for retirement.

TABLE 5. REASOf\IS FOR RETIREMENT BY RES IDENCE GROUPS (PERCENTAGE)

Question Response ) Pvt. Apt.-Hotel Public Housing Community
Why did you Required by Age © 0 18% 10% 23%
‘retire? - Work Too Difficult . 8 6 8
Wanted To : - 15 7 -15
Became I1l or Disabled 28 , 49 31
Other 21 8 ‘ 15
% of Total of the Retired :
Answering This Question 290 - /v 92

S’tudents of gerbntology, especially those pre‘par*in‘g for ~i-~act services with
older persons, should be informed a}lbou’t health problems‘of the elderly and the
resources an‘d needs FOr; ;ervices in‘dental and health care. Studies i‘n physiolq—
gical and psychological aspects_ of gerontolqu could be an excellent preparétion

for direct service or adiministrative jobs in health service facilities and could

-

6 ' ' . :
H. Ashley Weeks & Benjamin J. Darsky, "The Urban Aged, Race & Medical
Care.". Bureau of Public Health Economice Research Services #14, University
of Michigan (Ann Arbor, 1968), pp. 40, 46.

12



7
serve as preparation for premed or physician assistant studies.

.NQtr‘ition
Most respondents judged that their food needs were adequa’tely met, "most
of the time." There is some question however, as to whether this perception of
_ adequacy really means that the actual nutritional needs of the respondents were
and are being Filled. The Project Find reportss(jggests several reasons why
there would tend to be many more inadequacies irn food and nutrition among older

persons than would be admitted by the respondents, namely, shame at being poor

and ignorance or misinformation about what constitutes an adequate diet.

TABLE 6. ?ROBLEMS IN_FOOD SUPPLY OF THREE RESIDENCE GROUPS (PERCENTAGE)

Question Response Pvt. Apt.-Hotel Public Housing Community
'"Do you have Yes 3% 28% 23%
problems or dif- NWo ) 95 68 76
ficulties get- No Answer 2 4 o 1

ting meals or
shopping for food?"

*If yes, what - Poor Health - 15 12
are some of Can't Get Outside .~ : : 5 5
these problems?  Store Too Far “ iy 15 : 10

' Too Heavy to Carry R 11 18
T B Bus~Service  Poor - . o5 7
. Afraid of Belng Robbed 11 . 11
' Other . - 10 5
"Would you pre- Yes E 5 ' 19 . 22

. fer to have a No ‘ 87 55 73
hot meal-brought No Answer -8 .26 5
to you at home?" ’ B

" "Do you know Yes ' . 36 80 69
about the food No 62 2 : 31
stamp program?' No Answer 2 : 18
"Do you use food Yes 46 20
stamps?" No 81 38 ' 80

No Answer 19 X 16

* Multiple answer p0331b1e

In answer to the guestion on shopping for food and preparing meals, many

"New programs for tr~a1rung physician's assistants began at Howard University
and George Washington University in 1972-73. '

8"The Golden Years. ... p. 67,
' 13




respondents did indicate difficulties.
There were contrasts among the three groups in the question about food

stamps. In the white middle class group living in privaté apartment—-hotels,

© 82% did not even know about the program; in public housing, the low-income

Rlack residents were well informed with 46% using food stamps;. in the community
sample, where one 'would also presume a wide need, 31% did not even know about
the program and only 20% ué_ed food stamps. There is probably a need for more
community outreach and education about programs for thle elderly such as food
stamps. From commer.ﬁts recorded by the interviewers, it is probable that a
I.arge numbenr if elderly persohs with low incomes do not claim food st“;mps for
wl;wich they are eligible because of misunderstanding of eligibility, difficulties in
obtaining.fhe stamps, negative attitudes about "charity and hand;uts" and pride in
trying to remain ihde_pendent.

Indications are that workers in aging should be informed in the area of nutri-

tional needs of the elderly as part of a basic knowlegjge of ger‘ontolog’_y. A nutri-

tion i:omponent_in the curriculum would also prepare students for work roles in

the projected exbansion of feeding programs for the elderly withjts proposed -
service and socialization elemehts. T.he'study showed deéinitély tl:ﬁ;:t- home de-
livered meals would be welcomed by 22% o% those elrderly liYing in theicor"nmunity,
19% in publié housing but only 5‘% in the private apartment-hotel dwellers. The
low interest ahong this group is explainéd bécause eaéh of the apartment houses

canvassed has its own dining rooem and food service for tenants.

Mobility & Transportation

The survey showed that among the three groups transportation problems were

a paramount concern. It is noteworthy that 61% of those respondents living in the
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gener‘al commuiiity saw transportation as a problem and that many of those in other
groups also experience difficulties ~—- 3% in apartmenflhotéls and 48% in public
housing.

There is a clear identification by all groups of the multiple problems in trans—
portatioh with emphasis on inadequate, inconvenient and expensive bus and taxi
garvice. Tranqurtation problems were also mentioned in all groups as a detri-
ment to getting adequate health care and to fulfillment of ne‘eds to socialize.

TABLE 7. TRANSPORTATION PROBLEMS AMONG THREE RESIEENTIAL GROUPS (PERCENTAGE)

Question Response Pvt. Apt.-Hotel Public Housing Community
"Do you have Yes 31% 48% 617
problems with No ‘ 64- : 42 37
the transporta- No Answer 5 ' " 10 ‘ 2
tion system?" ' .

*"'If yes, what do Bus Fare Too High 18 37 47
you think is Bus Stop Too Far 5 8 - 23
wrong?" Too Many Transfers 5 10 : 19

Buses Crowded “ o+ 16 ) 13 27
No Buses During Day 12 12
Taxis Too Expensive 21 41 50
Taxis Won't Comie 5 ) _ 11 16
Traffic Too Heavy - 3 5 . 18
Long Time Between Buses 28 35 d 30

Other . 3 5 10
* Mulqiyle answers possible. :

The sQr‘vey results helped to e.rﬁphasize that lack of mobi}ity strongly affects
the lives of older pérsons in 'all‘economic cla;sses. Students of gerontolhogy should ‘
know that convenient and economical transpoﬁtation is one of the greatest areas
of ‘need for the elderly and especially for low—ivncome urban‘ residents.

The curriculum should include study of environmental barriers and special pr‘o,-
blems of physical impairment as well as how to changé and imprbve potentials
for mobilityv-and transportation of elderrly persons. A study of experimentél and

"demonstration phojects sponsored by various agencies would give students ideas about

9Frances M. Carp, Ph.D., "The Mobility of Older Slum Dwellers," The
Gerontologist, Volume 12, Number 15, (Spring 1972), pp. 57+65.
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possible solutions to the need felt by all elderly persons, regardless of income,
for better transportation.

Income & Employment

Very few respondents were employed. In the community sample ——— a relatively
younger group of elderly ——— only 10% were employed full-time and another 7%,
part-time. In the private apartment-hotels group, 7% wor~k_¢d part-time; in the.
public housing group, on}y 3% worked part-time.

The respondents were asked whether he or she would like to work even if
work was not necessary for essential income. The highest percentage of positive

¥

responses was among the predominantly white, middle income group residing in

private apartment-hotels; 41% of this group wanted to work even though they

might have adequate incomes compared to 34% in the community group and 15%

among the public housing residents. The differences in the attitudes toward WOhk
of the three groups could reasonably be explained by the probable work roles open
to the low—iﬁcome, generally less~educated, older Black persons —— low-paid
manual labor == compared to more satisfying and meéningful Work options open to
middle class whites of the same ages. Certainly these results indicate an unmet
need for satisfying work and leisure roles for oider pe:isons above and beyond
monetary compensation. Prbgr‘ams where expenses are paid for responsible
volunteer work might provide some relief of these needs to be useful in a job.
Students in'aging should be knowledgeable about various retirement income
sources, such as sociai security benefits, pension plans, public assistance for
the elderly, par.—time and special employment opportunities and programs. Al-
though no specific questions were asked about continuing education as a means of

job retraining or finding satisfying leisure activity, it is obvious that many elderly
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are "work ethic" oriented. Curriculum therefore should include some under-
standing of industrial gerontology and the criticality of work roles which represent

an impdb’gant psychological and economi= need for many older persons.

B e :
" PABLER. INCOME & FMPLOYMENT IN THREE RESICENCE GROUPS (PERCENTAGE)

Question Response Pvt. Apt.-Hotel Public Housing Community
™fhich of these I can't make
statements de- ends meet 3% ’ 147, 16%
scribes your .I have just enough
ability to get to get along but nothing L , »
along on your more - 28 61 45-
income?" I have enough to get
along 33 14 16
My income is quite
adequate 36 5 16
Other, No Respzase 6 7
"After costs for Yes 82 18 30
housing, food, No 15 75 66
clothing, trans- No Answer 3 7 4

sportation, medi-
cal expenses, do
you have money
left for other

things?"
*"Do you spend money on trips?" 18 7 14
movies? 13 3 8
theatres? 5 3 5
gifts? ~ 15 10 10
extras? 36 14 5
"Are you employed No 90 ' 94 80
now?" Yes, Full-time '
(35 Hour Week or More) 1 10
Yes, Part-Time
Or 0dd Jobs 8 3 7
No Answer 2 2 3
"Why did you ‘Required by Employer
retire when you at Certain Age 18 10 23
did (if you are Because Work Was Too
now retired)?" Difficult 8 . 6 8
Wanted To 15 7 . 15
Became Y11 or Disabled 28 49 31
Other y 21 8 15
: No Answer 10 20 8
"If you had Yes : 41 15 34
enough income, No 57 65 58
insurance, pen~ No Answer 2 20 8

sion etc. to pro-

vide you with all

the things you

think you need,

and you did not

have to work,

would you still

want to work anyway?"

O Optional --- answered generally by those who replied affirmatively to the prior

[ERJ!:‘question. Multiple answers p0831_;e. 17
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Among the respondents in public housing tor the elderly (98% Rlack) and in
the community sarhple (68% Black), large numbers viewed their incomes as in-
adequate or marginally adequate. The general need for more moﬁey income was
amply demonstrated in the survey especially among the Black respdndents. It is

»

noteworthy that the percent of respondents' expressed need for more income was

higher than the expressed need for more services except possibly transportation.

Certainly, the study of poverty and income maintenance programs for the elderly
should be included in a curr.iculum in aging. An overview of social security sys-
tems and sociat bolicies of modern governments in the United States and foreign
countries would give students an essential perspective on the problems of econé-
&

mically dependent and marginally self-sustaining elderly.

Social Interaction & Leisure Activities

The survey revealed a high level of unmet needs in areas of social interaction
and leisure activity amoné all respondents and most especially among those living
in public housing. Higﬁ income and educational levels are generally thought to be
significant factors in the older person's ability to achieve satisfaction and enjoy-
ment from social interaction.and léisure pl;msuits. Survey results bear out this
h;/pothesis. The highest levels of expréssed unrnet need for more social interaction
and or@anized leisure activities came from the respondenfs residing in:'public hous~-
ing for the elderly with relatively low incomes and relétively less education than
persons arnong the other groups potled.

The rate of visits ﬂ;‘om,' and trips out, to see friends and relatives was approxi-
mately the same among all groups, slightly lesé amohg the community group. The
survey was conducted largely during the Christmas and New Year holidays —- a
Ft{‘-f which no doubt measurably increased the rate of visits beyond what normally

ERIC
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would be recorded at other times during the year. Even so, approximately 10%

in each respondgnt group had not had visitors, or had not been out to visit, _during

the two weeks preceding the interview. This finding points up the pervasive pro-~

blem of isolation and loneliness among the elderly regardless of .ih(:orw.qe.

TABLE 9. SOCIAL INTERACTION OF RESIDENCE GROUPS (PERCENTAGE) -

Question Response Pvt. Apt.-Hotel Public Housing Community
Would you like Yes " 36% 61% 45%

to go out & be No C64 5 54
with other No Answer ' 4 1
people more than o

you do?

*If yes, why Transportation 21 39 24

don't you? Poor Health 18 25 22
Need Someone to Go : 5&
With Me : 8 1 12
Other 5 6. 10
When was the last During the Il.ast 7 Days 53 55 42
time you visited During the Past Month 13 19 29
someone, friend Longer 25 : o 17 22
or relative in No Answer 9 9 7
their home? .
When was the During the Last 7 Days 78 75 61
last time some- During the Last Month 15 ) _ 11 20
one, friend or Longer ' 7 ' .4 12
relative came to No Answer 10 7
visit you in your
home?
Do you have Yes 31 42 61
hobbies or No 36 34 35
special interests No Answer 33 24 ' 4
that keep you
busy? . :

*What social Club Meetings 5 43 26
events do you Cliurch OQutings 13 37 53
enjoy? Parties with Friends 41 22 24

Family Gatherings 31 26 30

Workshops, Classes 5 28 &

Sewing, Etc.

Volunteer Work 18 17 5

Other 2 8 11
Do you belong Yes 33 o 57 46
to any clubs, No 56 31 . 49
centers, church No Answer 11 12 5

or community
groups of persons
like yourself?

* Multiple Answers Possible
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The pepcentége of persons ‘with hobbies or special interests was considerably

higher among respondents in the community sample suggesting that elderly
persons living in the community rely more on activities carried on individually
than those who live in special housing for the elderly. The rate of active pursuit
of special individual interests may also be related to the fact that responderjts in
the community gfoup were somewhat younger than those in the other groups.
Further investigation along these lines is indicated.

BRlack low—-incorne respondents in public housing showed a higher interest in
clubs fﬁan b-oth the othetr groups. Responses to a question asking about member—
ship in groups of "persons like yourself' also showed the same trend; 57% in |
group 2 (Black, low—in;:ome) as compared to 33% in group 1 (white, middle-income).

Frequency of use of recreation centers was highest among the residents of
public housing, reflecting the popularity and probably the accessibility of recrea—
tion_al centers located within the public.housing apartmehts fof the elder‘Iy‘whe-r‘e
focus of recreational programs is on group rather thén individual activities. .No
contacts with recreation workers were recorded by reépor;dents of grdup 1 (private
apartment-hotel), 8% in Qroup 3, but 38% in group 2 (publicl housingl)t

Questions were asked about church going ané church r-eléted activities. When
relatt—_;d tc race, the results suggest that church activities are of primary importance
to the lives of the elderly Black person. Low-income Blacks in public housing had
the highest percentage (66%) of those "attehding church reguﬁarly, " the léwest per-
centage (10%) of those who ""never go to church", and the highest percentage (64%)

of those who "would like to go to church more often”. In the community group

(68% Black respondents), 46% desired to ""go to church more often’; in the white

L @

- group from private apartment-hotels, only 28%.
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TABLE 10. CHURCH ATTENDANCE IN RESIDENCE GROUPS (PERCENTAGE)

Question Response Pvt. Apt.-Hotel Public Housing Community
"How often doyou Once A Month or More 62% 77% 66%
go to church? Once in 6 Months : 8 7 7
- Once a Year or Less 5 ‘ 2 8
Never Go 21 10 16
No Answer 4 4 : 3
Would you like Yes _ 28 64 46
to go to church No - : 67 19 46
more often than No Answer 5 17 8
you do? ;
*If yes, why Transportation 21 ) " 50 18
don't you go? Poor Health 13 20 28
: : Need Someone to Go With
Me _ 10 18 5
Other 5 4 : 11

* Multiple Answers Possible

The expressed need by other persons and especially Black older persohs in
public housing for active and satisfying roles in old age'has implications for more
. future employment of _specially trained difect service workers, housing admihistra-~
tors and recreatibn workers. Ah interesting research project would be a compari-
son of the on-going physical and mental health of .elderly residents m twd public
housing units, one h.av@ng an extensive, well-organized and varied leisure and
work program and the other with none, in order to measure the value of such a pro-
gram in terms of well-being of older persons. The traditional work roles of elderly
persons in child and home care in the extended Black family are cut off when these |
persons move to public housing; the work—oriénted elderly sampled in this group
séem to need and want more activitimes.

Curriculum components recommended would include training in recreation,
crafts, élub work, leisut;‘e time planning, program and 'group organization, as ‘v;/ell

as psychology, philosophy, industrial gerontology and religion.
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. * L
Delivery. of Services to the Elderly N

»Z

Replies to questions about the respondents' views of availability of services

and attitudes of service workers indicated that there is a need for more out-reach

or education about current services, better delivery systems and possibly
increased services, especially among older persons living in private homes
in the urban community.

In all groups therie were many respondents who felt they had unmet needs and
di.dn't know where to g.o or what to do about them. Identification of individual
unmet needs and categorization could be researched further.

As might be expected, the rate of contacts with service wor’ker‘s and agencies
was highest among low-income persons in public housing for the elderly. Many
write=in comments from respondents of one aparfment-hotel and two public
housing locatiéns expressed positive apprecia’cion-of good service and polite re-
sponse frb:rh housing managemeht employees. Some respondents in all groups
registered complaints about lack of interest and concern encountered in these
contacts. Such complaints were twice as frequent from respondents living in the
community sampl'é compared to those in special housing. Se.rvice workers in
special housing for the elderly or public housing units may feel freer to initiate
contacts with elderly residents that they come to know and thus _build personal
rapport that assists in prob'lém solving. But the elderly living in the general com-
munity also seem to have .a relatively high rate of service contacts but with é

corresponding high rate of negative feelings about these contacts.
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TABLE 11. USE OF SERVICES OF THREE RESIDENCE GROUPS (PERCENTAGE)

Question Reéponse Pvt. Apt.-Hotel Public Housing Community
*Whdt contacts Recreation Center 38% 8%
have you had . Health Clinic ' 30 16
recently with Hospital 5% 33 ' 24
people whose job Public Assistance 12 15
" it is to help Visiting Nurses Association 4 7
you? Social Security : 15 19
: Social Agency 8 3
City Employment Service 4
Fire Department 1 4
Police 1 5
Rescue Squad 1 3
Housing Office 16 4
Food Stamps 3 3
Other ) 4

* Multiple answers possible, 7% reflects frequency of positive responses.

To those elderly who do need services, there is a real need for knowledgeable
workers in ar:eas Aof direct services in health, housing, recreation, income main-
tenance, etc. Obviously, satisfg}ctor‘y use of established services by the. elderly
depends on the manner and attitudes of those workers who provide the services.

The survey results ShO\;V a need for better attitudes of servicé workers.

Persons trained for work in human services and especially among the aging

need to be sensitized to human feelings and behavior, to understand different
generationaﬁ and cultural expecta;tions and mind sets of older persons. They must
consider as well losses of mental.and physical functioning as such affects ability ‘

of the elderly to communicate and respond. Concepts of helping roles and of

helping processes need to be taught to all levels of workers in services to the aging.
An important tool for all workers in aging is a ready knowledge of service resources
so as to lessen thé frustration of the older person who is seeking help. In

addition, there is need for positive outreach of services ofA all kinds to the elderly

living in the community. ' .
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TABLE 12:

CONTACTS WITH SERVICE WORKERS OF THREE RESIDENCE GROUPS (PERCENTAGE)

want but don't

know how to get
it or where to

ask for it?

Question Response Pvt. Apt.-Hotel Public Housing Community
Do you have Yes, Sometimes ' 8% 15%
trouble getting No Difficulty 85% 67 64
appointments to No Answer i5 25 21
see people when
-you need help?

Do service people Yes 74 63 55
take time to ex- Sometimes Not 18 19 31
plain things No Answer 8 18 14
clearly to you?

Do you feel that Yes 79 62 53
people whose job Sometimes Not 15 18- 34
it is to help No Answer 6 20 13
you are concerned

about your parti~-

cular problem?

Have you been . Yes 82 71 62
treated with re- Sometimes Not 15 10 20
spect, kindness No Answer 3 i9 18
and understand=-

ing in contacts

with those who

are supposed to

help you?

Do you get any Yes | 95 62 58
help when you Sometimes Not 3 10 18
telephone for No Answer 2 28 24
services? ' :

Does anyone Yes, Sometimes 8 36 5
from the service No 87 42 78
agencies come No Answer 5 22 17
to see you here

at home?

Do you feel you Yes, Sometimes 10 28 23
have a need for K No 87 56 69
something you No Answer 3 16 8

Areas of Concern

One section of the survey asked the respondents to rate what they consider im-—

portant areas of concern among general problems of the aging. A series of topics

representing special sections of the White House Conference On Aging was present-

ed alphabetically. Each was asked to rate these topics as "very important,"

"somewhat important” or "of no importance." The table following (1) shows
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clearly the areas of primary concern to all respondents and (2) pinpoints areas

where the opinions of Black middle and low-income respondents (public housing

and community) are different from those of the white middie-income respondents

‘(private apartment-hotels).

General Conclusions

The survey of older persor;ms was he}pful in planning curriculum because of the
clear delineation of what respondents saw as important needs and prob-lems. Some
of the needs identified related directly to income and race, but most were felt
across the board by elderly urban dwellers of middlev and low levels such as trans-
portation.

Comprehension of these needs and possible areas of intervention are basic for
any student of social gerontology; more income, opportunity for meaningful acti-
vity‘ or work, better mobility, relief from loneliness and isolation, decent well-
administered housing, outreach and home services delivery, better availability

-

- of health care, better communication with service workers are the important needs.
TABLE 14, NEEDS OF ELDERLY BY RESIDENCE GROUPS (PERCENTAGE)

Identified Needs *Pvt. Apt.-Hotel *Publiic Housing  Community
More Income:  Inadequate . 3% 147, 16%
Marginal 28 61 ’ : 45
‘Potal .31 75 61
~ Better Transportation 31 48 ' S 61
More Social Activity ' 36 61 45
Increased Church Going 28 64 46
Meaningful Work Roles 41 15 34
More Health Care 3 12 22
More Dental Care o 44 54 42
Home Delivered Meals _ 5 19 22
Better Housing 8 14 26
Better Services From Worker Contacts ;
Clearer Explanations .18 - 19 31
More Polite Respect ' 15 10 20
Information On Resources 10 - 28 23
Better Telephone Responses. 3 10 18

* Each figure represents expressed need by % of total in each group.
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Implications for possible career ,ro.les for A.A, and B.A. graduates were
derived from the survey. Well-run and serviced multiple dwellings such as apart-
ment houses for older persons seem to be increasingly desirable and sought after
;Jy the older group of the aging population, regardless of income. Skilled managers
and service persons will be needed whose technical skills are erjhanced with
knowledge and understanding of their special tenants. Specially trained counselors
for older clients of all income levels will be in demand to prbvide regular infci-ma-
tion and referrals on health, mental health, social and other services.

Direct service woﬁkers in home health care, group work, recreation, activity
and employment deyelopment, program planning and special transportation need to
be developed —- some from among the older population themselves.

The curriculum would' also need to address itself to the population of the
BRlack elderly in the urban settings as a particular large group whose needs are
especially acute. Studies have pointed out the psychological disadvantages and in-
hibitions caused by white authority figures administering tests or conducting inter—
views with Black respondents.‘.o Similarly, there is evidence (which needs further
researching) that Black older persons are ill at ease, misunderstand and are iﬁ
turn misunderstood when in communication with service workers who are from
another cultural or racial background. There is real need for more Black pro-

fessional and paraprofessional workers in services to the aging in the Washington

area.

10
p. 48.

Peter Watsbn, "The Racial Gap, " Psychology Today, (September 1972),
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CHAPTER III

SURVEY OF EMPLOYEES WORKING WITH OLDER PERSONS

Plan

One part of the survey and planning work was initiated to uncover some
information about jobs in aging and the employees filling them, and to apply
the answers to éurriculum development. An original questionnaire in two pa.rts
was developed in consultation with Dr. Sidney Firw_g of the W.E. Upjohn Institute.’
for Employment Research.

Standard job classific?ations and occupational descrip:ciohs have not yet been
developed specifically for positions in services to the aging. It was important
in planning for training to discover just what jobs in this area actua.lly involve
and something about the experience and qualifiq:altions of the persons filling them.
It has been observed that many persons working directly with the elderly (espe- '
cially in institutions) are in low-paid, low-level job classifications with super-
\)ision provided by persons in special p.r‘ofes'sional categories such as social
worker, registered nurse, dietitian, etc.

What, if any, training opportunities aside from job experience exist? What
are perceived as needed among workers in direct services at ‘professional and
r;won-pr‘ofessional levels? If there is an interest, what academic or vocational.
levels would be most applicable and desirable?

To d.iscover{what employees ih aging think about their present jobs is also
important in knowing what to include ih a curriculum designed to train pefsons

for work in the same field or to up—grade the knowledge and skills of the present

job incumbents. To analyze elements of job satisfaction, the instrument included,
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1
as part II, a series of questions previously developed by Dr. Fine.

“ The questionr;air‘e was designed to be self-administered by respondents
preferably in the presence of an interviewer ready to answer any questioné - As
in the other surveys, Federal City College students (as part of a research seminar
and-practicum) distributed and collected the queétionnair‘es from employees
generally according to the following procedures.

Two large institutions (St. Elizabeth's Hospital for the mentally ivll and the
D.C. Village, a residential facility with boarding, nursing home and hospital care
for dependent elderly) were especially selected in an effort to reach employees in
a variety of jobs including low grade positions involving direct services to the
aging.

In the course of visits to agencies serving the aged to collect the agency
survey data, the student interviewers made arrangements to have persons working
at thes‘.e same sites fill out the%employee questionnaires. Both professi'dnal and
non-professional workers were invited to participate althéugh no attempt was made
to in;:lee medical doctors.

“In several instances, there was Peéistanee on the part of the employer or
emp!oyées towards answering the questionnaire. Many employees did nct want
the su'ber‘viso‘r to have access to the information in part II, the ;'job satisfaction"
part of the questionnair‘e. Some employers did not or could not gather a gr~oup; of
employees ét any one t{me so that the interviewer could administer the test instru-—

ment. Most returned questionnaires were completed by respondents independently.

1Sidney A. Fine & Robert A. Dickman, "Satistaction & Productivity'. Paper
presented at the American Psychological Association Meeting, St. Louis, Missouri,

1962. (Mimeographed).
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Survey Population

Respondents with at least a baccalaureate or master's degree and/or
Jspecialized training such as registered nurse or registered occupational
therapist were considered in the tabulation as professional employees; all others

were grouped as hon-professionals.

TABLE 1. PROFESSIONAL & NON-PROFESSIONAL RESPONDENTS BY TYPE OF WORK (PERCENTAGE)

(n=70)
Professional Non-Professional
Type of Work . Type of Work
Social Services 147% Social Services 28%

Food Services

Claims, Eligibility

Health Services
,ﬁv Recreation

Secy., Clerical

Maintenance, Custodian

Nutrition

Rehab. & Counsel

Health Services

Therapy, Oc. & Phy.
Admin., Sup. & Management

w

WiIN PPN
()] =
LAJ!—'\IO\\O!—‘;!—‘

No Answer 4%

Note that twice as many respondents filled non—professional jobs as professio-

nal jobs; the majority in both categories worked in social services.

TABLE 2. AGE, EDUCATION & SALARY LEVEL OF RESPONDENTS (PERCENTAGE)

EAN (n=70)
Age Education Salary
18-25 247, : Less Than H.S. 7% Under $4,000 7%
26=-35 23 1-3 Years H.S. 7 $ 4,000 - $ 5,999 27
36-45 20 ' 4 Yrs. H.S. - G.E.D. - 36 $ 6,000 - $ 7,999 19
46-55 21 1-3 Years College 19 $ 8,000 - $ 9,999 12
56-65 3 4 Years College 13 $10,000 - $11,999 14
Over 65 6 1-3 Years Graduate 18 Over $12,000 12
No Answer 3 :

No Answer 9
In addition, 77% of respondents indicated that they had had special training of

some kind related to their areas of work (social work, nursing, lab.techniques,

recreation, etc.). The majority of respondents (68%) worked office hours or day

shifts.
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TABLE 3. RESPONDENTS' JOB TIME IN DIRECT CONTACT WITH OLDER PERSONS (PERCENTAGE)

Job Time With Older Person Professional Non-Professional Total
(n=70)
QOver 75% 38% - 52% 47%
About 50-75% ' 8 15 13
About 25-507% 16" 11 13
Less Than 25% 26 11 - 16
No Answer ' 12 11 11

Note that the rate of those who spent more than 50% of their working time in
direct .contaét with older persons is higher among non-professional than profession-
al workers. This finding, coupled with the fact that 75% of the non—-professional
group had not completed college, indicates that undergraduate training in aging
would reach those workers with direct contact with older persons at a relatively
higher rate compared to professionals who would be expected to be interested in
graduate training. ' i

Attitudes of Workers in Aging

Part of the questionnaire was directed towards the respondents' attitudes
toward older people. Few (7% of the total) actually lived with persons over 65,

but the rate of contact with older persons was relatively high.

TABLE 4. WORKER CONTACTS WITH FRIENDS OR FAMILY MEMBERS OVER 65 (PERCENTAGE)

Frequency of Contacts

Regular Daily 34%
Regular Weekly 17
Occasional : 33
Almost Never 11
No Answer )

Survey data helped to ide_ntify what .the r.ﬂespondents thought about their jobs
and about working with older people. Most respondents seemed to like very much
working with older people; few expressed active dislike of them. The data suggests
that those working in indirect services to the aging generally do have a liking for
such work; 62% indicated that they liked working with older persons very much and

another 31% that "age does not matter to me." Only one respondent indicated that
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he didn't really like to work with older pérsons and another 5% wére irdifferent.
Very few'admitted serious difficulties encountered in working with aged; 43%
recorded that they never have difficulties. However, 55% admitted to some
difficulties in work with older persons; a need for training could be implied"here. '
The respondents were asked to write-in an opinion'as to what special personal
abilities and traits he or she thought were needed '"to work successfully ;/vith

®ider persons. "

TABLE 5. TMPORTANT PERSONAL TRAITS NEEDED FOR WORK WITH THE AGING (PERCENTAGE)

Traits , - *Frequency of Mention
Understanding (Tolerance & Sensitivity) 50%
Instinctive Feelings of Concern, Compassion & Love 37
Patience ' 33
Personality (Mumor, Extrovert, Energetic, Honest) 27
Ability to. Communicate 19
Intelligent & Able _ 15
Sense of Personal Security 14
Experience, Training & Knowledge 13
Interest & Desire to Work for Older Persons : 11
Endurance & Energy B 3

*Multiple answers possible.

~ Training Needs

The respondent's predominant attitudes (70%) were that some training would
help in performance of the current job.

Some (14%) were not interested at all in more training; others (14%) replied
that they didn't know if they were interested or were only "a Ii;ctlé" interested-’.'"i"

Respondeni:_s were asked to check or write-in what specific subject areas
for training they thought would be most heeded for persons performing jobs

s X . L E .
similar to their own in services to the aging.
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TABLE 6. GENERAL TRAINING NEEDS, WORKERS RESPONSE (PERCENTAGE)

(n=70)
Sub ject *Frequency of Mention
Gerontology 27%
Counseling, Mental Health Psychology ‘ 24
Medicare, Nursing, Physiology, Health, Rehabilitation 24
Sociology, Social Services, Social Work, Resources 23
General Training 10
Recreation : 10
Basic Education ' 7
Conference & Short Courses in Gerontology 6
Grooming, Communication, Economics, Pre-Retirement, Law 1.4 each subiject

“Multiple answers possible.

Respondent's Training Interests
Relative to more eaucation and training for themselves, almost half of the
respondents replied that they were very much interested in gerontology as a field
_ of study. |
Primary interest of respondents in subject areas for their own possible train—
ing was in the field of social servi_ces and mental health. This finding seems to
relate directly to the_ high proportion of respondents holding ~;oycia_l service jobs,

both pro?ession"éll and ehon—pr‘ofessional.

v

TABLE 7. PERSONAL PREFERENCE FOR TRAINING, WORKER RESPONSE (PERCENTAGE)

(n=70) .
*Frequency of Mention
, : Very Much Somewhat
Subiject : Interested Interested
Social Services to the Aging . W O1% 11%
Mental Health of Older Parsons : ‘ - 50 o 13
Recreation & Leisure for Older Persons - 37 21
Physical Impairment & Rehabilitation 34 18
Legal Aspects of Aging 33 19
Foster Care Home Management 27 15
Politics & Leglslatlon in Aging 21 . 19
General Cont1nu1ng Education : 23 - 15
Institution Management 23 14
Nursing Home Management 23 15

*Multiple answers possible.
Of the various: reasons given for wanting more training, at least 25% wanted
additional training "to help get a college degree." OFf the total of those who in—

dicate‘d a positive interest in more training, 32% requested college level; 23%
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graduatel level;_14%, specific skill training. Of all replies, only two indicated
interest in nbn—cr‘ed_it courses when given a cho'ice of credit or non—credit.

It was plainly indicated in. the data that ver& few among the respondents
would take any training (1) unless all or part of the expenses were subsidized,

) (2) training took place during working hours and (3) on»approved leave time.

A definite preference was shown for 1-3 hours classes, held once a week, |
during working hours (evening 2nd F:hoice), ering a ten-week tb five ml:nth‘
period (college semester or quarter). Here again, first choice for the majority
of respondents was for ten weeks' credit courses; second choice, special short
courses for credit.

Job Satisfaction

. Part \;I of the Employee Survey measured factors important to each respon-
dent in relation to his satisfaction with his job. The objective was to relate the
importance of training opportunities and use of speciality training as "satisfiersY
| among workers in services to the aging. |

Former studieszhave suggested that the "satisf:ier‘s" will in the main be
perceived by workers as having to do with thos;e feelings about the job and working
~conditions which satisfy.per‘sorlal need for growth anci self-realization within the
framework of a career orientation and which tl%e_ worker judgéé are those that
contribute m.ost to. his productivity. "Dissatisfiers" are eiements in the main
‘ that will be perceived as those working conditions Eelating to social and material |

needs, comforts, conveniences and security and tend to be chosen as important

when considering a job change.

2Ibid. , Fine & Dickman.
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Number Satisfaction Questionnaire AR o W < 5 w0
22 The responsibility of my job. 69 4 .0 29 9
1 Opportunity to apply my education and 64 9 0 34 12
experience.
31 Providing an important human service. 64 7 0 27 10
28 Opportunity for advancement to more 61 9 1 20 21
responsible work.
36 A well run organization. 60 11 0 21 4
19 The importance of my job. 60 11 1 23 3
10 Training opportunities in connection with 60 11 - 0 26 3
my job.
38 Respect for me as a peréon. 59 10 1 29 12
\1,//—4 Opportunity to use my highest skills. 57 14 "0 24 13
. 20 Helpfulness and teamwork of my fellow. 56 16 0 23 3.
"3 The instructions or training I get to do 54 14 1 26 4
wy job.
33 . Supervisory help when needed. 51 20 0 18 6
17 Knowing what is going on in the organiza- 50 20 1 23 3
tion
13 Emphasis on high standards of workmanship. 49 19 1 13 6
5 Technical ability and skill of my super- 47 21 1 14 0
visors.
6 Amount of wage or salary. 46 27 1 20 20
21 Tools, machines, equipment suited to the 46 17 7 15 4
job. : )
27 Materials and supplies suited to the job. b4 17 7 17 3
30 Opportunity to move to other jobs in the 44 19 7 10 11
organization.
Attention to safety 40 20 -7 11 1
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TABLE 8. CONTINUED
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Order Items on Source of Qz9 I8 29 43?
Number Satisfaction Questionnaire
34 Reputation of organization in community. 40 24 4 11 1
12 Working conditions (lighting, heating, 39 24 7 13 10
space, ventilation, noise).
35 Financial support bty the organization to 37 29 3 9 6
get outside training. 4
2 Technical ability and skill of my co- 37 27 6 17 1
workers.
4 Fringe benefits (hospitalization, pensions, 37 34 1 16 6
insurance, sick leave, etc.). . '
18 Location of the organization. 37 720 11 9 | 7
24 Level of wages for my job as compared to 36 24 10 9 10
other organizations.
25 Feeling that I'm paid on the basis of in- 36 24 9 6 3
dividual merit.
15 The shift (hours of work). 31 27 10 6 9
16 Recognition for outstanding work or 31 30 9- 4 1
suggestions.
32 The people I get to know on the job. 29 32 11 9 4
37 Working for a profit or non-profit (cross 24 13 17 7 3
out one) organization.
29 Personal advice on medical, legal or tax 21- 26 23 3 3
problems. .
11 Awards for years of service. 23 23 26 3 1
8 Recreational and social activities (bowl- 20 17 33 6 3
ing, golf, dances, Christmas party).
26 The seniority system. 19 31 20 3 3
14 Being represented by a union in colilective 17 26- 26 1 1
bargaining. ' .
- 23 The size of my organization. 16 33 20 6 1.
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It is thought that non—-professional clerical or blue collar workers are more
likely to select "dissatisfie?s. " Workers in defined career status with unlimited
ceilings in professional ahd supervisory _jobs tend to select the "'satisfiers" more
than those workers in job classifications that are more limited from a career
standpoint. However‘,vthe non-professional respordents in services to the aging
showed a proportionately high preference for self- .ctualizing items such as
"educational training opportunities'", "the responsibility of my job", ';opplortunity
to apply my education and experience, " etc. cqmpar‘ed to the professionals. |
"Training opportunities in connection with the job" was also a high ranking item
in job satisfaction among respondents in professional and non-professional jobs
in services to the aging. Here again is an indication of an interest in training.

Implication for Curriculum

From the two parts of the survey of elinployees, there evolved specific recom-
mendations for the proposed curriculum. College level credit courses in gerontology
with an interdisciplinary orientation would attract those already working with the
aging especially when such courses could be given during working hours with sanc-
tion and support of the employer. Classes after working hours without indicated
support are perhaps not likely to_be well attended.

Important also for curriculum planners as suggested in the survey are consi-
derations of personality and atti'tude development, such as h’ow to be patient and
understanding and how to handle difficulties encountered in contacts with the elderly.

The respondents és a whole expressed their needs for more knowledge in many
diséiplines as related to the problems of the eldehly. Special skill training which
might be learned on the job over a period of time apparently has not Satisfied the

= | 37 ?



desires of many for advancement to academic and pr‘ofessiona} levels of knowledge
and employment. The survey results were reinforced by group inter'viewg of
workeirs in aging during which non-professional workers in a variety of positions .
showed ""professional" interest and.attitudes towards their work and an eagerness
to acquire more knowledge tools so as to pe__r‘f’or‘rh their jobs more satisfactorily
and to qualify for jobs of higher level. In addition, it has become evident that
for many of the persons interested in training for coilege level credits, some pro-
vision should be included in the curriculum whereby prior or current work ex-
perience could be credited as part of the practicum requirements.

The emphasis in the curr'icuium on social services and counseling training
was recommended as a result of the inclusion of counseling and referral as a

component of many of the job duties described by the respondents in the group

interviews.

3[r‘tter‘views were held at (1) D,.C. Village, the local public home for aged, with
two groups of direct service workers, professional and non~-professional, (2) a
local personal care home with six operators who care for up to four elderly persons
in their own homes, (3) a public housing apartment building for elderly, Garfield
Terrace, with recreation, housing management, and health clinic workers, (4) Mo-
del Cities Senior Center, a multi purpose service center, with soc¢ial work, trans-
portation, and outreach aides.

Further description in Chapter V, p.50.
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CHAPTER IV
SURVEY OF AGENCIES SERVING THE AGED

A. AGENCIES

Plan

In order to plan cur;r‘iculum that would relate to employment, it was
necessary to survey service agencies to inquire about the extent to which their
operations related to older persons, the types of services offered, staff patterns
present and projected, as well as possible training planned or needed for current
employees.

An original questionnaire was developed and sent tc 228 agencies and institu-
tions corﬁpiled from lists of public and voluntary agencies in the metropolitan
area that might be concerned with services to the aged. Private and general
hospitals were largely excluded as were churches and universities. A more
exhaustive survey would surely iﬁclude many more possible respondents.

' Eer‘sonal care homes i.n the District of Columbia were included. In pre-testing
it was found necessary to include a separate page of questions for personal care
home operators as the regular questionnaire planned for agencies pr:oved to be

“irrelevant or unanswerable for this group. The data on personal care homes has
been tr‘eated-separ‘ately from that of th_e agencies and is included in Part B of this
chaptér‘.

The data collection was completed in the Foilowing steps: (1) A letter was
mailed to prospective respondents explaining the project. (2) A week later, the

1
questionnaires were mailed with an accompanying letter. (38) Each interviewer

1Students enrolled in SU 412: Special Research Seminar in Social Planning
© __ for the Elderly.
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was given a list of agencies and asked to contact each by telephone to offer
assistance in completion of the ques_tionnaihe if so desired by the prospective
_ resbondents; many queries were Pesolvea in this manner. (4) Some completed
questionnaires were mailed back. (5) The majority were collected by the in-
terviewer after a per‘sonal visit to the responding agency or personal care home.
Some agencies and personal care homes did not choose to return the forms
or could not complete them because of irrelevancy, or Qnavailability of special
statistics of the naturje of the client population. A few stated that they '"could
not be b'othered"; some personal care operators were hostile and viewed the sur-
vey as threatening. Some of the questionnaires were sent to a series of branch
offices of tﬁe same agency and only one representing the entire operation was
returned. A-total of b2 replies were received from personal c;are homes, 38 from

_agencies.

TABLE 1. CATEGORIES OF SERVICE OF RESPONDING AGENCIES (PERCENTAGE)

(n=90)
Agency Classification Number of Respondents

Personal Care Homes 57.6%
Nursing Homes « 3.3
Health Services Facility = Qut Patient
Social Services - Private Agency
Social Services - Public Agency
Community Services - Settlement:
Rehabilitation
Recreation
Private Housing
Homes for Aging
D.C. Village
Home Services - Visiting Nurses & Homemakers
Social Security

DW= oD
NWE M=o o,

Survey Results o

The question on how the agency defines eligibility for services to aging was
unanswered in most responses. Many written-in comments indicated that ages

55 to 65 served as the lower limits of definition of "aging persons." Some
Q . s :
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agencies do not separate out services to older persons from their general client .

2

o

group and/or group the aged with the mentally and/or physically handicapped
of all ages.

Questions on the amount of budget allocated to services to the aging and the
amount of staff time devoted to different types of services were largely unan—
swered. Most large diversified agencies indicated that they were not able to
give a br-eakdown_ on such information.

The question":on "What percentage of requests for services to older persons
is now being rﬁe£ by your agency?" was answered by agency respondents as
follows: 60% were '"meeting all requests for services;" 16% were meeting at least
75% of requests; 8% were meeting'at least 50% of r‘equeﬂsts; 16% did not answer.

Questions on numbers, race and ages of elde‘rly citizens served were not
answered in sufficient number to process the data. .(Inadvet:tently, the question- |
naire cortained a typographical error on this question which interfered with re-
cording of complete and accurate answers).:

Poor responses were received to questions on turnover rates and projected
needs for new employees.

Sources of recruitment of new employees were indicated to be largely from
within the agency and to a lesser extent from colleges and other educational
institutions. Perhaps this is an indication that in-service training could lead to
new positions for persons currently employed.

Twenty-one of 38 agencies said that they give some training or orientation to new
employees. .'S'ixteen agencies expressed a positivé need for more training of current
ei’hployees. In those agencies interested in training, workers in all capacities —— |

professional, non-professional, technical and volunteer —— were expected to benefit
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from additional training in gerontoclogy.

Some form of agency incentive for staff training was indicated by most of
the respondents. The most common kinds of support for training in order of the
frequency of positive responses were: (1) on-—the—job: training, (2) paid leave,
(8) unpaid leave, (4) tuition subsidies, (8) salary increase after training, (&)
donation of space for classes and (7) purchase of training for employees.

For training of agency professional employees, the preferred conditions
were over-whelmingly for training in the day time dur‘ing working hours, with
class periods of 2 to 3 hours, and regular academic credit given. For noh-
professionals, the preference was also for daytime training, class periods of
1 to 2 hours once a week,' for varying periods from 1 tc 3 months and for credit
or non~credit.

Respondents were asked to indicate what subjects would be interesting and
applicable for agency staff training. The subjects for possible courses are listed
in order of the number of times selected. Multiple selectiéns were possible.

TABLE 2. TRAINING NEEDED FOR WORKERS, AGENCY RESPONSES (PERCENTAGE)
(OTHER THAN PERSONAL CARE HOMES)

(n=38)

Sub ject : **positive Interest
Special Diseases & Effects on the Aging 97%
Psychology of Aging 87
Community Resources 80
Functional Impairment in Aging 80
Home Care of Aging Persons 70
Economics of Aging h 68
New Careers for Older Persons 63
Older Persons & Family Dynamics 60
Extended Care Home QOperation 55
Review of Research in Gerontology 48
Retirement & Old Age Preparation 45
Foster Home Operation 40
Institution Management 38
Politics & Aging 31

*Excludes Personal Care Home Operators
**Multiple answers possible.
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Conclusions

Although much data sought was not forthcoming in areas of client population,
job vacancies, personnel projection and planned expansion, the survey did pro-
vide specific information that has been incorporated into curriculum pl'ans of the
Institute such as preferred class scheduling, importance of credit courses as
opposed to workshops, the individual possibilities of assistance (o the Institute

from agencies such as student field placements, guest lectures, space available,

~

v e

etc.

There was an added value to the survey in that it alerted many administrators
to the existence of the Institute ard the possibilities of training in gerontology.
Mény respondents were interested and enthusiastic about the possible role of
Federal City College in training of serviée workers and professionals in aging.
As menfioned above, many indicated some measure of agency support of in-service
training courses.

The most important observations from the survey i(and mostly derived from
write=in comments) were that (1) programs and services to the elderly are only

'iju"st beginning to be treated as a separate category; (2) agency plénning is ‘Lar‘éely
short=term and almost entirely dependent upon year-to-year availability of funds.

Current or projected needs of the aging population seem to be a secondary con-

sideration in agency planning.

o7

R

B. PERSONAL CARE HOMES
As stated in Part A, it was found-in pre-testing that the agency questionnaire
was unsuitable for collection of data from the personal care home operators. A
' ?

supplemental page of questions was assembled and attached to the back of the

original questionnaire. Questionnaires wepe sent to all licensed personal care




homes in thé District of Columbia. Most operators who replied answered only
the supplemental page. In retrospect, Iit might have been more suitable and
productive of data to have used the employee questionnaire for this group of
self-employed worker—-proprietors. Fifty-two questionnaires were returned by

mail or handed to interviewers who followed up on the mailing. /\/

Special Significance of Personal Care Homes

Personal care home operators represent a special group of self-employed
workers in direct services to the aging. In the District of Columbia, these
persons are proprietors of private homes offering long—ferm boarding and

\ - home nursin:Q care to a maximum of four physically or mentally impaired persons,
usually elderly.

These homes seem to have a special function in helping to keep old persons
out of large institutions and in community settings. The opportunity for increasing
the numbers of such establishments and the quality of care given to the residents
presents a challenge which is especi.ally relevant to tﬁe Institute goal -- that of
offering training that will be reflected in better services to the aging. The

I‘T;pmence of more local and Federal regulatlon in licensiny and operatlon of such

?s"*;} f c111t1es poses a threat to the existence of such homes. However inadeguate the
'l?:omes may be from some points of view (equipment, space, educational level of
operator, etc.), the closing of such homes would impose a gbeat ‘hardship on elderly |
low income Black residents representing the majority .of clients served by these
homes. The data collected from 52 responses of personal care home operators

is therefore of particular interest to the Institute.

Summary of Data

The. pensonal care homes responding were almost universally operating at full
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capacity of four residents. Most residents were described as over 85 and
Black; several operators wrote on the questionnaire that they accept Rlack or
white, male or female residents.

New residents were recruited most often directly by referrals from area
hospitals, health or social service agencies. Indications from write-in comments
were that most personal care homes have waiting lists for possible vacancies,
and that most do not have to advertise or otherwise "recruit busin'ess. "

Most operators indicated that they operate the home themselves with some
assistance on a regular basis. Most also have some other informal arrangements
for free time such.as relatives coming to relieve them. Only two replied that
they sometimes leave the residents alone.

Out of those who responded to the question on outside help, three out of four
operators said they did not use outside help' of any kind in the "personal care"
given to residents. The implication here is that the Pesidgnts in the majority
of the homes surveyed receive a continuum of care from the same person. Such
a continuum presents an immeasurable advantage to the elderly individual when
compared to the kind of\ care received in institutional settings from a variety of
workers on three different shifts.

The operators have diversified work rotes; according to their own estimates,

the average working day is divided in the following way:

Tasks Average Daily Hours
Nursing & Health Care 2X%
Transportation, Errands, Doctor Visits, etc. 2

Buying, Preparing & Serving Food 3

General Cleaning, Maintenance, Laundry 3%
Administration 2%

Rest While On Duty : . 1
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The operators were asked to indicate their interest in training in gerontology,
the science of aging. 50% indicated, 'ves, interested;" 30%, "possibly;" 20%,

"not interested. "

L.

Suggested subjects for traini"flg were listed and respondents were asked to .

rank their degree of interest in each.
;

TABLE 3. PERSONAL PREFERENCE FOR TRAIWING, PERSONAL CARE HOME OPERATORS (PERCENTAGE)

(n=52)
*Positive Interest *Negative Interest
: Very Not No
Subject Much Somewhat At All Answer
Mental Health & Older Persons 52% 107% 10% 28%
Physical Impairment & Rehabilitation 50 15 8 27
Social Services to the Aging 48 15 5 32
Recreation & Leisure for Older Perscis = 44 21 5 31
General Continuing Education 41 24 15 20
Nursing Home Management 41 15 28 16
Legal Aspects of Aging - 30 21 13 36
Tnstitution Management 23 12 32 33
Foster Care Home Operation 22 15 28 35
Politics & Legislation on Aging 18 25 * 22 35

* Multiple answers possible.

Rank of subjects probably reflects the kinds of elderly residents that the
personal care home operator takes care of, the rnentally and physically impaired
poor. Note the high interest in '"general continuing ec‘lqcation and nursing home
management', a possible indication of ambition of the »ope‘rator to qualify for
operation of a larger establishment. An interesting observation is“the lack of in—
terest in "politics and legiélation. " One write;in comment suggested a need for
more organization and cooperation among persqnal care home operators as a

group.

Implications for Curriculum

From comments of the student interviewers, the personal care home operators
genehally seemed somewhat on the defensive about answering the questionnaire.

Their almost unbelievable answers about the long hours they worked, the littie

Al
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assistance they received from others and the somewhat luke warm interest in
training (about half of the respondents) are factors that support the observation
that many do feel threatened. -Special courses for personal care home operators
who may not be eligible for college matriculation se;n to bg in demand. 'Il'he
Institute .has incorporated into clirriculum plané a special course for operators
(credit or non-crédit) related to new licensing procedures now planned by the
D-istrict of Columbia government. A special proposal has been written for a
program of training for per;sonal care héme operators outside the regular academic
curriculum of the institute. .Oﬁe current personal care home operator with 2 years
of college credit was accep.ted as a stipend student in Fhe 'regular‘ curriculgm pro-.
gram. This student found that she could not give the tim-e req‘uired and was drop-—
ped at the end of the first quarter.
C. EMPLOYMENT POSSIRILITIES

The survey questionnaires that wer;e mailed to- selected agencies énd institutions
in the Washington area (whose services invoived elderly: persdns_in any identifiable
way) included questions about job availability present and future for persons trained
in gerontology. |

Of the questionnaires which were returned, the responses were .largely incom-
plete in the areas of current and projected job vacanci:s.

In April 1972, therefore, a short questionnaire was sent oqt to égencies 1n the
‘nearby area where experience had shown th.at there might be job possibilities for
future trainees from the Inst_itute'of Gerontology. Responses from 14 of the

agencies solicited were received.
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TABLE 4. JOB POSSIBILITIES FOR GERONTOLOGY TRAINEES (PERC_ENTAGE)

' . (n=143 Possible Future Openings
Job Categories , Degree Level *Frequency otf Resnonse
Direct Service Worker ' ALA, 57%
Counselor Aide _ AA, 71
Operator of Long-Term Care Facility A.A, 43
Administrator of Programs for the Aging B.A. 57
Counselor - B.A. 100
Administrator of Long-Term Care Facility B.A. 64

* Multiple answers possib{le.

The third category listed {(Operator of long-term care facility) would most
likely include self-employed persons such as personal care home and boarding
home operators. Such persons are ordinarily in business-'for thermnselves. There-
fore, small numbers of times this catégory was checked should not be ihter‘pr‘eted ,
as lack:'of demand; on the contrary, there seems to be an urgent need for this type
of facility among agency placemt—;pt workers for elderly persoﬁs in the D.C. area.

Prospective salary levels for the job categories lisied varied somewhat
with those agencies that replied; the following figures include the highest and lowest
grade and pay levels.

_GRADE & SALARY LEVELS FOR TRAINED WORKERS IN AGING (MARCH 1972)

Job Categories Degree Level Salary Range

Direct Service Worker A.A, $5,200-57,150 to $8,152
Counselor Aide . $6,543-$8,000 to $8,152
Operator of Long-Term Care Facility $5,200-$7,150 :
Administrator of Programs for the Aging $7,320-$9,000 to $16,000
Counselor : $6,800-$9,054 to $12,000
Administrator of Long-Term Care Facility $7,500-$9,000 to $17,000

5 o
hh i i

tisting spec'iﬁc job expansion plans in service to the aging was difficult for
most agencies, Many responder_\ts in the original survey made general éomments
about anticipa.ti.n'g increased numbers of the elderly néeding services and a re-
sulting expansion of employees,depending on funds available.

Implications for curriculum development were clearly weighted in the area of

counseling for both A.A. and B.A, students. The requirements of a social welfare-

o

O prehabilitation major with concentration in gerontology are particularly suited to

E119

48




employment as a counselor. The opportunity for grade advancement and higher
remuneration in program and long-term facility administration indicates that
majors in other academic areas such as business, community education and home

economics, etc. with a core in gerontology would also find employment.

o+
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CHAPTER V

]

FUNCTIONAL JOB ANALYSIS OF PERSONAL CARE HOME OPERATOR

Introduction

General information about actual work done in varion jobs relating specifically
to services to aging is relatively spafse. Therefore, the Institute staff, directed
.and assisted by Dr. Sidney Fine and his associates at the W.E. Upjohn Institute
for Employment Research, arranged a series of group interviews with worket-ﬂs
in services to the aging,in addition to the survey by questionnaire described in
Chépter I11,

General Interviews

The purpose of the interviews was to gather specific materia}l on tasks per—
formed on the jois and to interpret the material into functional job analyses. Such
analyses would provide a direct key to the curriéulum content needed to prepare
stud.ents for similar work.

Each group cf interviews was taped;' it is expected that the tabes will be used
in class \‘-NOI“k dufing the year, Perséns interviewed inc}udedftbos’g in the following
categories: re‘c-:Feation supervisor, recreation leader," Pe‘creation specialist,
housing management aide, nurse (RN), nurse (LPN), nurse aide, physical thér‘apist
aide, social worker aide, social service assistant, admissions clerk, community

worker and personal care home operator,

Conclusions From General Interviews

It was evident from the intérviews that non—prbfessional workers and especially
the personal care home operators webe performing tasks, exercising judgment,

making decisions about care and services of older persohs which related to hfgh
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levels of responsibility and decision making as well as technical skills of various
levels of difficulty. In view of the time available and the enormity of the work
involved in compiling complete functional job analyses for all jobs connected with
services to the aging, it was decided to concentrate on a definitive analysis of the
role of the personal care home operator ¢ s an example of the development of the
curriculum content with a career orientation.

There is a definite need in the Washington urban area for more "personal care
homes for older persons who need some measure of care without necessarily being
candidates for nursing homes or in-patient care in Hospitals or institutions. The
declared policy of the Administration On Aging and the goals of old persons them-—
se.lves point toward increasing home care services and small group homes where
old persons can be given some care but still remain:-part of the residential commu-
nity in a falmily type sétting. |

The purpose of making a task analysis of personal care home opérators was to
illustrate how such an analysis may be applied to the problem of relating curriculum
c‘:ontg.nt to job performance. The planners had concluded that an undergraduate and/
or extension course in personal éare home opei*ation woul_d be a logical part of the
Institute program. It‘waé'hece,ssary_to examine the scope of duties of such a job

before preparing a course outline. By making this analysis, the Institute has Qsed
a relatively new method of -identifying functional and specific areas of knowledge
which the student needs to perform a specific job. Wider use of this method in

curriculum development could conceivably help to bridge the gap between education

and the opportunities for employment.
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Method
The analysis was carried out according to the Functional Job Analysis system
devised and presently in use by the W,E. Upjohn Institute for Employment Researc?m
A job is described according to the Functional Job Analysis method in terms of
task statemants ——- precise, explicit descriptions of what the worker does aﬁd
what gets done. Performancé standards are delineated and related to accomplish-
ment of the individual tasks in an adequate and satisfactory fashion. In addition,
what training and knowledge necessary to perform the task to these standards
are outlined.
How is a task analyzed? Three FJA scales establish the level of complexity
of the task with regard to ideas, interpersonal relationships, anc.j.things used.
Three FJUA scales establish skill levels in mathematics, reasoning, and language
necessary to perform the task. One FJA scale establishes the leeway the worker
has in perfd‘r‘ming the task and the amount bf supervision he'. requires.
"A 'good task statement, controlled by the designation of worker
function levels and orientation becomes the essential data from
which it is possible to infer:
' - Worker instructions
- Performance standards

- Training and educaticn requirements
- Selection criteriaz’"y

Training is further analyzed into functional ——- what can be taught in a theore-

tical manner in the classroom and into specific ——— what must be learned on the

job, in the laboratory, or during simulated practice of the task. Components of

training related to required tasks and adequate performance standards may then

1Sidney A. Fine & Wretha W. Wiley, An Introduction to Functional Job Analysis:

(Washington, D.C.: W.E. Upjohn Institute for Employment Research, 1971).

2Ibid., p..18. ' 52



be assembled and incorporated into education and training,thereby giving students
both a broad general knowledge base as well as capable performance level for a
particular job with its various tasks.

Task Descriptions

Series of task describtions for personal care home operators are included in
the pages following, grouped according to categories and rated on the FJA scales?:
The collection of task descriptions could well be augmented by others, but £hose
described represent a wide range of tasks of the average personal care home
operator.

It is to be noted that there are wide variations in the required levels of skills
related to data, people, things and levels of".tr*aining related to math, language
and reasoning. It is clear from the ahal_ysis?that in addition to many "low grade"
tasks such as household cle;:ming, the personal care home operator must perfqrm
many other tasks that require "high grade" skills;, training and intellectual ability.
This analysis supports a growing awareness among job énalyé‘ts that the skills
needed iin adeguate total performénce of jobs in Human services such as personal
care home operator have‘been rated far below their actual le\l/e't. Further analyses -

of jobs in direct services to the aging can be expected to follow the same pattern

demonstrating that there are important needs for knowledge and tﬁaining’ in this field.

Implications for Curriculum

The task analyses and summaries of training content were used by the Institute

staff in outlining the course offered in operation of long-term care home facilities

SIbid. » PP. 71-76. Also see Appendix IV for outline of FJA scales.
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for the elderly. The course put strong emphasis on management and communication
skills. Separate courses on hursing care of the elderly and functional changes in
aging contain other elements of training ieehtified as needed for job performance

in the area of personal care home or extended care facility operation. Electives re-
commended include home economics, nutrition, interviewing and business courses.
Practicum work in direct services to the elderly - especieﬂ,ly placement with the
impaired elderly - would also be an essential element of curriculum related to

operation of long-term care facilities.

—

Training Component of Task Analyses

The "functional" and "specific" components of training have been excerpted
directly from the task statements, and preface each category of tasks.
The categories of tasks are presented in decreasing order as indicated by

levels on the FJA scales.

A. Management & Administrative Tasks » At - A14
B. Training, Demonstrating, Supervising B1 - B8
C. Record Keeping — Resident Care \ C1-Cs6
D. Nursing Care Services ' _ D1 - D5
E. Personal Care Services E1-E9
‘F. Leisure Therapy & Recreation  F1-F5
G. Nutrition & Dietary Planning, Preparing & Serving Food G1 -G8
H. Cleaning Maintenance -~ Laundry H1 - H6

‘The course outline follews the tasks. Twenty personal care home operators’
were actually ‘enrolled in the course the first time it was given. They were enthu- -

siastic about the experience and requested a continuation in the Fall Quarter 1973..

T -
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TRAINING CONTENT OF FUNCTIONAL JOB ANALYSIS OF PERSONAL CARE HOME OPERATOR
A: MANAGEMENT & ADMINISTRATION TASKS

FUNCTIONAL

o
.

How to read and interpret and put into effect regulations and standards
relating to maintenance, sanitation, resident care, recording, supervision
and training of employees, etc.

How to set up and maintain records, bookkeeping, unit cost and control
systems.

How to use adding machine and/or calculator, check and balance accounts,
perform mathematical operations involving sums of money and percentages.

How to compare costs, to project budget and-estimate expenditures, setting
priorities in planning expenditures to relate to well-being of residents.

How to purchase effectively and economically by comparative shopping, read
specifications, locate vendors, quality vs quantity, discounts, stockpiling,
delivery.

How to prepare tax, social security, accounting forms, etc. -- with knowledge
of state and Federal guidelines for income tax and business taxes. ’

How to write simple narrative reports and financial statements.

How to analyze safety violations, accidents, and correct and prevent hazar-
dous conditions. :

Knowledge of simple interviewing, in connection with agency procedures, vendor
contracts, hiring employees.

SPECIFIC
&

(¥

Knowledge of local regulations for licensing, operation, safety, accident pre-
vention, payment for services.

Knowledge of work capabilities of individual workers.

Knowledge of resident's needs and illnesses and how to assist residents within
capacities of the home

Knowledge of local resources and how to procure equipment, supplies, food, etc.
of best quality at lowest cost.
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Data Pecidle | lhings Pata Paople Things Reas. | Mazh. § Lang.
W.F. - LEVEL W.T, = ORIENTATION INSTR. G.E.D, TASK NO.
ET I W S T 90 §_5 5 A Z T 3 | K Al
GOAL: OBJECTIVE:
TASK:

Reviews, evaluates work to be done (food planning, preparing and serving, purchasing, cleaning, nursing
and personal care, recreation activities, appointments, etc.) in relation to availability and capability of
staff and residents in order to determine/develop weekly schedule for home operations and activities.

TR LS4 Lo R AR T S S 5,

—_ (2 o3t o0 pe Sy

PERTORMANCE STANDARDS,

TRAINING CONTENT.

R arar Tl S

Descriptive
. Schedule is complete and realistic

Numerical

, ¥o more than X number of activities are not included -
in schedule

. Less than X number of complaints that schedule is
unrealistic or unworkable

Functional

Specific

and residents

. How to plan/organize work
. How to evaluate capability of staff and residents

. Knowledge of work to be done in specific home
. Knowledge of availability and capabilities of staff

Data Peonle § Tﬁzays Data § Pcople Things Reas, } Mzth. ] Lang.

- W.F, - LEVEEL W.F. -~ ORIENTATION INSTR, G.E.D, TASK NG,
PN TR TN C R i PR N Az2
CCAL: OBJECTIVE:
TASK:

N

AN LA T

Evaluates/assesses operating design, cost of materials, (utilities, food, labor, insurance, etc.) needs
of residents in reldtion to required regulations in order to determine the cost effect upon operation of home

and services provided to residents.

LT

—  PEREQRMANGE. STAYDARDS

e TRATINING., GONTENT

Q
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Aruitoxt provided by Eic:

Descriptive

. Evaluation 18 accurate and complete
. Determination is completed in reasonable time and

according to schedule

Numerical

. No more than X projections/determinations made on

basis of evaluation are faulty due to

inaccurate evaluation

. Presents reports required on time
. Bills residents/agencies accurately for services

incomplete or

4

Functional

. How to plan a small business operation

. How to organize and analyze a service delivery sys-
tem

» How to project costs; and work out a budget

. Knowledge of meaning of regulations and laws as
related to total operation and reinbursements for
care —

. KnowledgE‘of planning, scheduling - priority setting
feasibility

Specific

. What materials and services are required by local
standards/regulations

- Knowledge of local resources for support and supply
of home n

. Payment systems for care of residents under local

state, Federal regulations and guidelines
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Bi.F. - LEVEL WoF. - ORTENTATION INSTR, G.E.D. TASK WO,
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GOAL: OBJECTIVE:
TASK

Keeps financial accounts using standard bookkeeping methods in relation to needs of personal care home
for recording expenditures, (fooi, clothes, equipment, supplies, rent, etc.) receipts and income in order to

have accurate records of financial transactions.

. Methods used are legally and technicadly acceptable

Numerical

. Writes all items on specified computation form and
computes in X amount of time

Completes computation X number of times per year
according to requirements e.g. taxes

b e IUEE L LR oA L G i sy S A et S N _—
st snannr e D PEORZANCE STAMNNAPDS e g Stz cLRAINING , CONTENT -
“fescriptive Functional

How to organize and operate a bookkeeping system

. How to do mathematical operations involving sums of
money, percentages

. How to check and balance accounts
How to use adding machine and calculator

Specific

. Knowledge of data and form requirements of each
operation/firm/provider

. Knowledge of procedures in finding unit costs

. Knowledge of what methods most applicable to home

. No errors in recording operation
. No more than X accounts must be redone because of
error, illegibility or incorrect form
i . No more than X number of agency complaints concern-
; ing errors in computation
i
PN AL LD, o34 Sy 2 Saw s e, ST P4 8, w i 3 A
baca  § People % Thines 2 Daca Peonle .  Things Reas. | Math. § Lang.
W.F. - LEVEL i W.F. - ORT&NTATION INSTR. G.E.D, TASK NO.
RN L SR A B 10 3. EN 3 Ak
GOAL: OBJECTIVE:
T A R G B P
TASK:

Analyzes and records charges for services performed and purchases made (equipment, supplies, employees,

doctors, food, loan interests, service charges on checks
expenditures by categories.

and other transactions) in order to provide record of

e T e SR o m s e e s Smtmet s s e it rduw e e s mroese 2L o
ezt O RHANO R STANDARDS oo oo e sz ey o LRATNING, CONTENT,

Q

EE

Aruitoxt provided by Eic:

Descriptive .
. Computations are complete, correct and legible

. Methods used are legally and technically acceptable
. Completes task in reasonable time

Numerical

. Writes all items on specified computakion form and
computes in X amount of time

. Completes computation X number of times per year

according to requirements, e.g. taxes

No more than X number of errors per form

No more than X number of agency complaints concern-

ing errors in computation

Functional

How to use adding machine and calculator

How to check and balance accounts

How to do mathematical operations involving sums of

money and percentages

How to read bank statements, loan agreements, con-

tracts, etc.

Specific

. Knowledge of reasonable standard, local fees of firm/
supplier/for each

. Knowledge of specific accounting forms to be used and
data required for personal care home operation
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GOAL: OBJECTIVE:
TASK:

Adds/totals figures recorded in ledger for costs

of items by specific categories in order to compute
total spent for items under each category.

i . . ym rep map e e cmerae o LY -y Yoo <ty ey o e Lo T NPT,
. PEREGRHANCE STANDARDS. pocone o e o TRALNING. CONTENT N
Descriptive Functional

Computations are complete, correct and legible . How to use adding machine and calculator

. Methods used are legally and technically acceptable . How to check and balance accounts

. How to do mathematical operations invelving sums
of money and percentages

. Knowledge of procedures in finding unit costs

. How to categorize cost items in relation to operat-
ing costs

Specific

. Separates amounts paid to specific firm/vendor ac-
cording to items purchased

. Use cf data in necessary reports, tax statements,
etc.

A

Numerical

. Writes all items on specified computation form and
computes in X amount of time

. Completes computation X number of times per year
according to requirements, e.g. taxes

. No more than X number of errors per form

. No more than X forms must be redone over X period of
time because of error, illegibility or incorrect form

. No more than X number of complaints concerning errors
in computation

bata People  § thimes Data 3§ People Thinas "Reas. | Math. }J Lang. -
W.F, - LEVEL W.F., - ORIENTATION INSTR. G.E.D. TASK ¥J.

0T WL WU VO T VL DL T ST N T ST Y Vol Ab

GOAL: OBJECTIVE: .

TASK:

Wrives/composes monthly and annual statements summarizing computed annual income and expenses by cate-
gories, appreciation/depreciation of home value, in order to provide financial ceports for own use (licenses, -
income tax, etc.) or for agency requirements.

s e PERCOY
Descriptive
. Written statements are complete, correct and legible
. Calculations are legally and technically acceptable

SoOFLL s Cn e Tee e eer gy g rae g ueemny

SCR. STANBARDS. oo
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TRATNING. GONTENT,

Functional :

. How to ‘prepare financial statements

. How to prepare and report information needed for
income tax, social security, license applications,
etc.,

. State and Federal guidelines regarding financial
reports on taxes, property depreciation allowance,
assessments, etc.

Numerical Specific

. Calculation must be done with 100% accuracy

. Include all items on specified forms (no omission)

. No more than X number of complaints from agencies
concerning errors or unusable information

. Yo inaccuracies or additional assessment due to un-
derestimation of tazes due or misjudgement of deduc~
tible items

. Knowledge of local regulations for licensing, tax
official reporting

. Agency procedure and guidelines regarding financial
reports and resident income payments
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GOAL: OBJECTIVE
TASK:

%

cegi o ve i

Estimates future expenditures by categories (food, clothing, transportation, utilities, supplies, pay-
roll, mortage, taxes, etc.) and compares with estimated income (resident fees, etc.) in order to establish an

operating pattern and budget co

ey

ntrol plan.
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Descriptive
. Transactions are copied compl

legibly
., Figures are accurate

etely, correctly and

. Evaluation is complete and consistent with available

information
. Budget control plan is adequa
Numerlcal

te and workable

. No more than X errors in computing estimates
. Income estimated covers 100% of actual expenses in-

Functional

. How to estimate expenditures and income

. How to analyze records of expenditures and make pro-
jections from records

. How to use adding machine/calculator, etc.

. Knowledge of basic mathematics

. Techniques of small business management

Specific

. Knowledge of specific accounting procedures applica-
ble to Personal Care Home Operation

fqu ST

R

pviimm s =

curred . Techniques.in analyzing expenditure records and pro-

jecting expenses/income suitable to Personal Care
Home Operation '
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GOAL: OBJLCTIVE
TASK:

Reviews and evaluates information on comparative quality, cost and method of delivery of same/siﬁilar
product available from several vendors, in relation to personal care home needs, budget and scheduling in order
to determine which product to purchase. .

ey
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Descrigtlve

. Evaluation is complete, accurate
. Decision is consistent with available information
. Decision made in reasonable time

Numerical

. X amount of available information reviewed and eval-

uated in reasonable length of

. Purchase exceeds budget no more than X %
. Decision leads to purchase of

lity ‘at lowest possible price

thod of delivery is convenient for home schedule

time

items of adequate qua-
from vendor whose me-

Functional

. How to review, evaluate, compare information on
quality-cost per unit, retail/wholesale, availabilitg,
delivery

. How to identify specific information from a.mass of
data

. Knowledge of consumer assistance such as better BusiA
ness Bureau

Specific

. Knowledge of quality requirements of itmes to be pur-
chased/personal care home

. Knowledge of budget for home and obligated funds

. Knowledge of local resources for obtaining informa-
tion on quality, cost and methods of delivery

. Knowledge of home schedule and what method/time of
delivery will fit in best
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GOAL: A OBJECTIVE: '
d

TASK:

Purchases/rents equipment, supplies, after evaluation of quality, convenience, price, ete. in order to
provide all items needed for care of residents and operation of home.

L REABUANCE STANDARDS

TRAINING, GONTENT,

Descriptive
. Buys necessary items

. Equipment and supplies are readily available when
needed

Numerical

. Pays for all items according to arrangements

. No more than X instances of inadequate supplies and
equipment resulting in unplanned, inefficient or ex-
pensive purchases

. No loss of money or service to resident because of
failure to acquire items on time

Functional
. How to plan for purchase of supplies and equipment
for the home
. How to determine home needs in advance
" . How to read and compare supply and equipment des-
criptions, wholesale/retail prices

. Knowledge of specific home inventory (equipment, sup
plies, linen, etc.) and additions, replacements need
ed

. Knowledge of price and quality information from lo-
cal vendors

. Local resources for free or low-cost assistance a-
vailable to old persons

ke —sasagmsor vgesameesy . LN i e ey
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W.F. - LEVEL W.F. - ORIENTATION INSTR. G.E.D. TASK NO.
T T T o 5 2 2 | Y ] ) A-10
GOAL: OBJECTIVE:
TASK:

Classifies/arranges by categories (owned, borrowed, leased) all equipment in homé, noting description,
"value, location of each item in order to organize/prepare record of all equipment.

LAr

PEREORMANGE. STANDARDS oo o

TRATINING. GONTENT.

Descriétive
. Information is complete, correct aud legible
. Information is easily accessible

Numerical

. F111 in information on all incoming and outgoing
items (100% coverage)

. No more than X errors per month

. Completes task in X amount of time
Information can be found readily

Functional .

. How to set up/and maintain a record keeping system

. How to obtain information on equipment

. How to record information and retrieve it, mark
folders for file, write descriptions of items, write
entries in records

. How to analyze equipment - performance and keep re-
cord of repailrs made, etc.

Specific

. How to organize and maintain record - keeping system
for specific home

60




Inspects/checks building structure, equipment,
ly and operationaliv) in order to insure compliance wit
residents from infection and accidents.
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W.F, = LEVEL W.F. - ORIENTATION INSTR. G.E.D. TASK NO.
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GOAL: ' OBJECTIVE:

TASK:

safety features, and general environment of home (visual-
h local sanitary and safety regulations for protection of

s rnama s e e aE ORVANCE. STANDARDS .. ..

TRATNING, CONTENT,

Descriptive °

. Hazardous/unsanitary conditions are identified im-
mediately
. Premises are ready for inspection at all times

Numerical .

. No more than X number of residents complaints about
unsafe conditions in the home

. Corrections conform to Board of Standards regulations

. All hazards/deviations from regulations are corrected

Functional

. How to maintain building and operate equipment

. How to read and interpret sanitary and safety regu-
lations

. Knowledge of minimum safety and sanitary standards
and national codes

Specific

. Knowledge of particular deviations likely to occur
in home

. How'to evaluate safety features of particular loca-
tion in relation to specified regulations and local

laws
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Daza People Things Data T People Things "Reas. } Math. } Lang.
W.F, - LEVEL W.F. - ORIENTATION INSTR, G.E.D. TASK NO,
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CGAL: OBJECTIVE:
TASK:

to prevent recurrence.

A B S A n T L st )t ey e -
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Investigates accidents in the home, asking questions/listening to/recording/noting answers of those
involved or witnessing accidents, in order to identify and report cause of accident and to institute measures

PERTORMANCE. . STANDARDS

oy

I T

B&SEETpETHE —

. Causes of accident identified correctly

.- On-going compliance with standards (legally and
technically)

- Measures for correction of possible violations are
feasible

Numerical

."Obtain information from all
all witnesses

- Obtain all other pertinent informetion

+ X % of corrective measures result in compliance with
cafety standards and no similar accidents

concerned persons_and

Functional

. How to identify h
virenment

. Knowledge of safety regulations, building codes, in-
surance requirements

. Knowledge of principle
vention

Specific

. Knowledge of particular problems of resi?~-+s in

home and possible unsafe situations

How' to arrange furnishings for maximum protection of

resldents,

How to report and to whom to report in case of acci-

dents involving employees, residents

What measures need to be taken to prevent occurance,

reoccurance of unsafe situations in home

azardous conditions in total en-

s of safety and accident pre-

Q
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GOAL: OBJECTIVE:
TASK:

Interviews prospective workers, reads records of experience, checks references in order to make deci-
sions about employing additional help for care of residents, cleaning, food preparation, etc.

. - PEREORUALCE, STANDARDE . - TRAINING, CONTENT,

I*“Descriptive Functilonal
. Completes task in reasonable time . How and what information to consider in hiring of an
, Interviews, consultations and onservations are ob- employee :

jectively and courteously carried out

Numerical

. No more than X instances of obtaining inadequate or
inaccurate information

. Employees hired are adequate to do job

How to read employee records: performance standards

. How to identify information applicable to swvecific
needs and problems of the situation

. How to communicate; talk tofelicit information from
employee ‘

Specific

. Knowledge of particular woerk to be done and how to
match suitable persons to job '

. Knowledge of performance standards necessary

. Kruwledge of home schedule and financial resources to
pay employee

EXREN AT

[ Dirta People | Things Data  § People Things Reas. | Muth. | Lang.
¥.F. - LEVEL W.F. - ORIERTATION INSTER. G.E.D, ) TASK NO.
4 T T A s b P NN A-14
GOAL: " OBJECTIVE:
TASK:

Reviews/evaluates employee performance considering own observations, comments of residents and other
staff in order to determine employee's competence, his level of reliability and his progress in on-the-job~

training.

Imrearivar. zES
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Aruitoxt provided by Eic:

Descriptive
. Reviews consultaticn and ohservation, are objectively
and courteously done

Numerical

. No more than X instances of obtaining inadequate or
inaccurate information

. Completes task in X amount of time

RIC

Functionail

. How and what information to consider in evaluating
an employee
How to read employee records: performance standards

. How to identify information applicable to specific
needs and problems of the situation such as recommen-
dation

. How to communicate/elicit information

Specific

. Knowledge of particular employee to be reviewed and
how.best to obtain information about him

. Knowledge of employee's past performance standards

. Knowledge of home schedule so observation and con-
sultation can be done without iInterfering with work
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FUNCTIONAL

B. TRAINING, DEMONSTRATING, SUPERVISING

Interpersonal communication skills, verbal/non-verbal
Personnel evaluations, report writing, recording.
Read and interpret written regulations to others.

Skills needed in performance of personal care home, management - nursing,

‘housekeeping, use of special equipment, etc.

Knowledge of content in areas of: ' "
Nutrition, diet, menu planning, food preparation
Psychology of older persons, family relationships
Physical and mental problems of older persons, the handicapped
Special care procedures

Training Techniques, methods, procedures

Supervisory techniques appropriite to personal care homes

Selectlon of approprlate data applicable to problem solv1ng of day to day
situations in care of residents

Knowledge of inspection standards, safety and health regulations, owner 11ab1-
lity, custod1a1 responsibility. .

SPECIFIC

Practice in demonstrating, training and supervising employees in work skills...
used in home - housekeeping, nursing, operation of equipment, simple repairs, etc.

How to plan schedule to get work accompllshed and to elicit best performance from
workers.

Knowledge of .corrective action to insure qua11ty care for re31dents -. environ-

‘ment, services ma1nta1ned up to standard.
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Data People | Things Data 4§ People Things "Reas. § Math., | Lang.
W.F. - LEVEL W,F, -~ ORIENTATION INSTR, G.E,D. TASK NO,
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GOAL: OBJECTIVE: ’
i
TASK:

Explains to staff procedures, responsibilities and standards by which performance of assigned duties
will be evaluated, ask questions/listen to answers, observes performance in order to ensure that employees
understand and carry out tasks according to standards as required by regulatory agencies,

PEREORMANGE STANDARDS

TRATNTING CONTENT

Descriptive

» Ingtructions are simple, clear, accurate and complete

. Tactful and courteous in explaining to worker

. Good communication with each person: suits methols
to individual :

» Work performed by staff according to standard

. Checks and corrects errors accurately and thoroughly

Numerical ) :g

" . No errors in information giving, demonstration, ex-
planation

. No more than X workers/residents complaining about
supervisor's manner

. No substandard retings on regulatory inspection due td
failure to demonstrate/explain/check performance ac-
curately and thoroughly

. Work is done within scheduled time

Functioual

. How to communicate

. How to supervise employees

. How to give explanations, directions and demonstra-
tions of work duties and responsibilities to em-
pioyees -~ on-the-job-training )

» How to perform all procedures in connection with
cperation of home and to detect and correct errors
and omissions

. How to read and interpret regulations and inspection
standards ’

Specific

. Knowledge of work to be performed and methods require§
to meet local inspections

. Capability of particular staff members and mrst effeck
tive method of supervision

. Techniques oi scheduling work efficiently

procedures/ standards, suggests modifications, different
and guality care for residents,

Data People } Things Data } People Things "Reas, F Math. § Lang,
W.F, - LEVEL W.F, ~ ORIENTATION INSTR, G.E.D, TASK NO.
4B 2 | T 50 | 5 2 3 | 2 1 4 B-2
GOAL: OBJECTIVE:
TASK: -

Demonstrates/observes nursing home care performed by employees,answering questions regarding methods/

techniques in order to ensure conformity to regulations

PEREORMANCE _STANDARDS,

JRATNING CONTENT

Descriptive B
. New approaches are sound, concise, workable and in-

crease benefits to resident:

. Observation 1s unobstrusive and manner is courteous

, Demonstration is clear and conzise

. Modifications are successful and in acccordance with
regulations

Numerical

, X amount of increase of effectiveness of services to
resident as a result of modifications

. X amount of time saved &s a result of using new tech-
niques

, No more than X % of employee mistakes because of un-
clear demonstration and instruction

. No more than X complaints about worker's manner

, No substandard ratingas by regulatory agencies result-
ing from improper selection or demonstration of mo-
difications

RIC

Functional

. How to practice/demonstrate/identify good home
nursing techniques

. How to read: medical/technical materials; regulatory
standards

. How to observe activities and suggest modifications

Specific
. Knowledge of local regulations for operation of a

residential home for specialized personal care
. Knowledge of special demonstration techniques appli-
cable to employees in a particular home

T e—
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Data Feople | Things Data } People Things "Reas. | Math. § Lang.
W.F, - LEVEL W.F. - DRIENTATION INSTR. G.E.D. TASK NO.
47 4B | Y 7 50% 10% 3 4 ] T B3
GOAL: OBJECTIVE:
TASK:

Instruct/explains/demonstrates self-help and personal care methods to residents and employees in order
to increase importance of resident's participation in his own care.

PERFQORMANCE STANDARDS

TRAINING CONTENT

Descriptive
. Communication/demonstration done in clear, simple

terms and contain accurate information
. Conveys respect for resident
. Manner 1s non-judgmental, encouraging/supporting

Numerical

. Less than X % of residents complain about worker's
attitude/manner

. Over period of time, observation shows X % of resi-
dents using methods taught and taking active self-

Functional

. How to care for older persons;
theories -

. How to gear communication/demonstrations to resi-
dent's neady and capacities

. How to be supportive of resident while encouraging
self-help

. Relation of self-help to mental and physical health
and treatment plans

Specific ’

. Knowledge of particular personal care, methods, tech-}
niques, theories accepted as SOP for home

. Knowledge of particular resident problems, to enable
worker to suit general instructions to particular

techniques, method

tion and well-being of themselves and residents.

help roles case
« Relationship of personal care and self-help to re-
sident's treatment or therapeutic plan
Data People ] Things Data § People Things "Reas. J§ Math. | Lang.
W.F. - LEVEL W.F. = ORIENTATION INSTR. G.E.D. TASK NO.

; 4B | TS 35 a8 0% 5% 4 31 L. 4 Bl

GOAL: OBJECTIVE:

2 -_uﬁ

TASK: Demonstrates, explains personal hygiene practices, both physical and mental (using selected pamphlets/

brochures) to members of the household and employees to ensure that all use good personal hygiene for protec-

PEREARMANCE STANDARNDS

TRAINING CONTENT

Descriptive

. Explanation is clear and effective, covering both the
"how's" and the "why's" of personal hygiene

. Manner cordial and empathic

. Speaks clearly and is understandable

-+ Materials selected are appropriate

NMumerical

. Over X period of time, less than X % of residents
complain they do not understand worker

. Over X period of time, less than X % of residents/em-
ployees violate minimum standards of good hygienic
practices

[€)
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Functional .

. Knowledge of personal hygiene

. How to communicate clearly and effectively

. How to select information on the basis of need and
level of comprehension

. Problems of hygiene and cleanliness related to el-
derly and impaired persons

Specific

. Knowledge of personal hygiene pamphlets/brochures
available and methods of obtaining

. Knowledge of when personal hygiene should be discus-
sed and the limits of this discussion

. Knowledge of specific needs and problems of particu-
lar residents

€5
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Aruitoxt provided by Eic:

Data

as he 1is able.

People | Things Data } People  Things ‘Reas. | Math. § Lang.
W.F, - LEVEL W.F. - ORIENTATION INSTR. G.E.D. TASK NO.
i SR T 407, 30% 10% 3 P | ‘I L
GOAL: ’ OBJECTIVE:
TASK:

Teaches/talks about/explains personal hygiene and health habits with residents, keeping in mind the
special problems/resources of resident in order to enable resident to practice good personal hygiene in so far

PFREQBMANCE _STANDARDS

TRADNING CONTFNT

Descriptive
. Explanations are clear, accurate, and useful
" . Conveys respect for resident, encourages and supports
resident

Numerical

. Less than X % of residents complain about worker's
manner

. Over a period of time 90% of residents state they
practice habits taught or demonstration of healthy
personal hyglene 1s observable

Functional

. Knowledge of good personal hygiene practices

. Ability to give explanations in clear, simple terms

. How to convey respect for resident (verbal and non-
verbal)

. How to encourage and support residents with impafir-
ments

. Limitations and special problems of elderly persons

Specific

. Proper time and place for discussing personal hygien?

. Knowledge of particular resident's needs, problems
and resources

Explains/demonstrates/supervises em
in food preparation and referring to standa
nutritious meals for residents.

Data People | Things Data g People Things ‘Reas. ! Math. J lang.

W.F. ~ LEVEL W.F. - ORIENTATION INSTR. G.E.D. TASK NO,
2 3B, BB e 40% X 29z 10% 3. O N | A e
GOAL: OBJECTIVE:
TASK:

ployee in planning and preparing meals, using own knowledge and skill
rd sources as necessary, in order to enable employee to cook/prepare

. PEREDRMANGE._STANDARDS

TRATNING CONTENT

Descriptive

. Explanation/demonstrations are clear, accurate and
within employee's capacity to learn '

. Instructions consider vesident's likes/dislikes in
food without sacrificing nutritional balance

. Conveys respect for employee

Numerical

. Less than X 7 of residents complain about worker's
manner :

.- Over period of time X % of employee indicate they are
using information taught

Functional -

. How to plan and prepare meals

« How to gear explanations/demonstrations to employee's
needs and capacity

- How to convey respect for person (verbal/non-verbal)
while giving supervision .and direction -

Specific

. Knowledge of nutritional requirements of residen

. Knowldege of facilities available '

. Knowledge of location and method of obtaining supp-
lies and equipment

£6



Data People | Things Data § People Things "Reas. )} Math. ] Lang.
W.F. - LEVEL W.F., - ORIENTATION INSTR, G.E.D, TASK NO.
3 5 | 7A 0% F__30% 0% % T 1 i B-7
GOAL: OBJECTIVE:
TASK:

Demonstrates/Sipervises performance of general household tasks {wash, iron, clean, etc.) to employees;
answers questions, discusses benefits of different methods, in order to ensure proper accomplishment of various
housen1d duties resulting in clean healthful environment for residents. -

PEREQORMANCE STANDARDS,

TRATINING . .GONTENT.

Descriptive
. Explanations accurate and understandable

. Demonstrations and procedures are presented clearly,
accurately and in a courteous pleasant manner
. Checks thoroughly and corrects errors accurately-:

Numerical

. X number of complaints by trainees concerning demon-
atration

. No substandard ratings by iinspectors

, No more than X irstances of improper use or main-
tenance of supplies and equipment by employee over X
period of time causing unnecessary expenses

. Worker gets work docne within scheduled time

Functional

. How to provide on-the-job-training

. How to communicate with workers

. How to perform housekeeping procedures, to maintain
supplies and equipment to standards

. Hew to read inspection standards; health regulations

. dow to check for and correct errors in performance,
courteously and effectively

Specific

. Location of materials to be used, disposal of used
materials

. Local standards of inspection

. Recommended methods of performance for personal care
homes

. Knowledge of how to check and correct errors, demon-
strate/explain to particular employees

. Knowledge of specific equipment use and maintenance
_techniques (keeping poisons out of reach, avoiding
falls or injuries to residents, etc.)

Data People | Things Data |} People Things "Reas. | Math., J Lang.
W.F, - LEVEL W.F., - ORIENTATION INSTR. G.E.D.: TASK NO.
2 2 15 10 35 55 2° - 2. 3 1 | -8
GOAL: OBJECTIVE:
TASK:

Demonstrates/describes techniques for removing bed linen, putting linen on bed, specfal folds; ete. to
residents and employees in order to insure beds are made correctly.

PEREORMANCE STANDARDS,

TRAINING CONTENT

Descriptive

. Bed 1is made correctly .

. Demonstration is clear and easy to follow

. Is pleasant and courteous

Numerical

. No more than X number of residents complaints about

bed being made improperly

Demonstrates making up bed in X amount of time

. No more than X failures to make beds correctly as a
result of faulty or unclear demonstration

. No more than X complaints that demonstration was un-
clear or about worker's manner

Functional i

. Knowledge of special techniques 1in making up beds to
assure comfort ur resident
How to demonstrate bedmaking techniques

Specific

. Location and dispusition of linens and bed clothes

. Knowledge of special demonstration techniques for
residents and staff in how to make beds

Q
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C.RECORD KEEPING-RESIDENT CARE

FUNCTIONAL
Communication Skills: .Verﬁallnon-verbal
" Read, review, transfer, transcribe records
Read and understand directions and write clear instructions for others
How to select pertinent'iﬁformation from quantity data
How to relate recording tasks to overall objectives

Knowledge of psychological, social, nutritional and medical needs of older
persons.

SPECIFIC

How to observe residents and to note significant data from these observations
Knowledge of whgt information required for residents' records location

Knowledge of local professional office and home visit schedules, organization
of case records.

Knowledge of local agency procedures and expectations for recording, and re-
cords and forms to be ‘used.

. .Knowledge of typical and atypical attitudes, behavior and physical condition of
individual residents. T
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Data People | Things Data ] People Things : "Reas., J Math. { Lang.
W.¥, - LEVEL W.F., - ORIENTATION INSTR. G.E.D., TASK NO.
2 T TN T 10 2 2 J 1 1 =3 c-1
GOAL: | OBJECTIVE:
TASK:"

Writes/transcribes/transfers specific information from application form, comments and documents from
agency officials, family members, doctor, nurse and resident in order to set up case records for each resident.

PERFORMANCE STANDARDS

TRAINING CONTENT,

Descriptive

. Entrles are complete, correct and legible

. Completes task in reasonable time

Numerical

. F1'l out. all specified items with 100% accuracy
. No more than X number of errors per form

. Complete form Iin X amount of time

Functional

Specific

entering information

. How to copy material from one record to another

. Knowledge of questions on form to be asked
. Knowledge of agency procedure and guidelines for

L.,

Data People | Things Data § People: Things "Reas, |k Math. J Lang.
W.F., = LEVEL W.F. - ORIENTATION INJTR, G.E.D. TASK NO.
2 - §F 1A | IR 80 L_5 15 2 2 § 1 2 C-2
GOAL: OBJECTIVE:
i ) '
TASK: Visually inspects each case record, noting missing information and filling in omitted information ou

the record in order to keep files current.

PERFORMANCY. _STANDARDS

IRAINING CONTENT

Descriptive - .

. All records are clearly/accurately and completely
marked .

. All records are easily accessible

. Completes task in reasonable time

Numerical :

. No more than X instanges of lost files or inaccurate
or incomplete information over X period of time.

. Checks X % of files each day

sr.

Q

ERIC

Aruitoxt provided by Eic:

Functional

. How to use & filing system:
numerical order

Specific

69

. How to copy information cn & form

. Knowledge of location/organization of files
. What information should be entered on record
. Knowledge of how to find information to enter

alphabetical or
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Data People | Things Data } Pecple Things "Reas. § Math. J Lang.
W.F. - LEVEL W.F. - ORIENTATION INSTR. G.E.D. TASK NO.
IE i 1 50 |30 o 3 3 T 1 | 3 C=3
GOAL: OBJECTIVE: ’

S Mentally records and notes residents' attitudes Qnd behavior during daily activities, asking éﬁestions
listening to and noting answers as needed, in order to transcribe information into resident's record.

. _PERFORMANCE._STANDARDS

TRAINING . CONTENT

Descriptive

. Entries are complete, correct and legible
. Questions are pleasantly asked

. Speaks clearly

Numerical

. Fill out all specified items with 100% accuracy

. No more than X number of errors per form

. Complete form in X smount of time

. No more than X number of persons complaining about
operator's manner and lack of clarity in questions

Functional

. How to transcribe answer and comment to question

. How to ask questions simply and pleasantly

. How to observe activities

. Knowledge of older persons' need and behavior pat-
terns - pvhsical, social, psychological

Specific

. Knowledge of agency procedures and guidelines

. Knowledge of resident's typical attitudes and be-
havior

. Recognizes significance of subtle changes in state
of mental/physical health of resident

used in diagnosis, treatment, and care.

Data People | Things Data & People Things "Reas. [ Math. § Lang.
W.I', - LEVEL W.F. - ORIENTATION INSTR. G.E.I. TASK NO.
3B 2 Y - 60 § 35 5 3 3 | I | 3 C-b
GOAL: OBJECTIVE:
TASK: Questions resident, listens to and transcribes resident's answers and reactions to specified items on

form irdicating resident's progress/decline, or change in attitude in order to obtain/record information to be

I~ PEREORMANGE. STANDARDS

TRAINING, CONTENT

Descriptive

. Entries are complete, correct and legible

. Questions are asked pleasantly and in an acceptable
and courteous manner

. Speaks clearly

. Completes task with reasonable speed

Numerical

. Fill out all specified items

. Complete interview in X amount of time

. No more than X number of errors in transcribing
resident's answers per X number of forms

. No more than X number of residents' complaints of
operator's manner and lack of persistance and clarity
in questions

O

RIC .

Aruitoxt provided by Eic:

Functional

. How to elicit information in interviews

. How to transcribe answers to questions clearly and
concisely :

. How to read and write: transcribe verbal material
given o;ally into written informative language

. How task relates to overall objectives

Specific

. Knowledge of forms to be used and method of obtain-
ing thkem

. Knowledge of techniques in talking with older per-
sons compensation for hearing and speech handicaps,
ete.

. Knowledge of how to enter data on forms

a
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» prvTIvSpe ’
Data People | Things Data § People Things "Reas. } Math. | TLang.

W.F. - LZVEL W.F. ~ ORIENTATION INSTR. G.E.D. TASK NO.
3R ET ST 90, 5. 5 2 _2 | I | t->
GOAL: OBJECTIVE: ~
TASK:

Reviews, scans resident case records noting individual appointments needed for hospital, nurse thera-
pist, consultations, prescribed schedules for medication and other activities or instruction pertaining to
each resident in order to administer treatment, plan visits, ete.

RPEREQRMANCE  STANDARDS TRAINTNG CONTENT

Descriptive
. Review of records is complete - all instructions,
appointments are identified

Functional
. How to read and review case records
. Techniques in following written instructions

. How to identify specific information from a mass
of data -

Specific S
. Knowledge of techniques in reading reports
. Knowledge of location of information on forms

. Knowledge of how task relates to overall operation
and care of individual residents

Numerical '
. Review/identify all specified items (100% accuracy)

. No more than X % visits are not made because of fail-
ure to notc/identify dates

Data People | Things Data J People Things " L Reas. } Math. §J Lang.

W.F. - LEVEL W.F, ~ ORIENTATION INSTR. G.E.D. TASK NO.
) TV T T 10 2 2 i c.8
GOAL: OBJECTIVE:
TASK: Records past and future treatments and appointments and clinic/doctor visits, noting on case record

name of resident, date, time and location of appointment, pick-up time, return time, person contacted, room

number and other information in order to expedite and-insure coordinated schedules of professional consulta-
tions, visits, etc. .

= PERFORMANGE. _STANDARDS, TRAINING CONTENT

Descriptive ' ’ “ lFunctional

. Entries are complete, correct and legible . How to fill in forms: copy from one record to anothe

. Instructions and directions are clear . How to write simple and clear instructions and di-

. Completes task in reasonable time rections

Numerical Specific

. Fill in all specified items with 100% accuracy . Knowledge of agency procedure and guidelines for

. Complete task in X amount of time filling in form

_« No more than X number of complaints from agency . Knowledge of how to get information: location/
persons using completed forms organization of case records

. No more than X complaints from residents that errors
on form caused unnecessary delay

Qo ’

RIC
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D. NURSING CARE SERVICES

FUNCTIONAL

)

Knowledge of treatment routines and medications applicable to common physical
problems and those prescribed by medical, nursing or rehabilitation professionals.

How to dress, undress, move, bathe handicapped persons.

~

How to determine and record temperature, blood pressure, pulse, respiration
rate. .

How to read prescriptions, measure and administer medications.

Knowledge of expected reactions and. recognition of side effects or unexpected
reactions in residents receiving medication.

Knowledge of physiology, psychology, pathology, contaglon, disease as applled
to older or handicapped persons.

SPECIFIC

Knowledge of temperament of persons being assisted - preserve personal prlvacy
and d1gn1ty while giving maximum or m1n1mum necessary assistance and care.

How to minimize contagion during personal contacts with residents.

How to assist mobility/teaéh'use of wheelchair, walker to residents.

How to perform nursing tasks related to level of functioning and treatments
prescribed for individual residents.

How to order, obtain prescriptions and non-prescribed supplies. How to observe
and record individual reactions to medications.




EE

Data People | Things “Data § People Things ‘Reas. | Math., J Llang.

W.F. - LEVEL W.F. - ORIENTATION INSTR. G.E.D. TASK NO.
3B 2 24 S0 )30 20 3 it o 1 o D-1
GOAL: OBJECTIVE:
TASK: Takes and records temperature, blood pressure, pulse and respiration rate of residents using instru-

ments such as thermometer and sphymomanometer, etc. in order to maintain current health data in resident

record.

.

TRATNING CONTENT

PERTORMANCE. STANDARDS

Descriptive :

. Readings and entries are complete, correct and legible

. Direction/instruction are pleasant and manner toward
resident is acceptable ®

. Speaks clearly .

. Methods used are legally/technically acceptable and
accurate

Numerical

. Fill in All specified items with 100% accuracy

. No more than X number of errors per X number of resi-
dents

. Complete examination in X amount of time

. No more than X number of complaints over X period of
time from residents about rough handling or discour-
teous manner by worker

Functional

. How to take and record body temperature, blood
pressure, pulse and respiration rate

. Knowledge of equipment to be used

. Knowledge of special techniques in handling an
elderly person when using medical equipment

Specific
. How to protect oneself from caé!ﬁing diseases

. How to deal with individual ailing persons when
using medical equipment -

. How to obtain supplies and equipment

. Knowledge about forms on which to record data (how,
where, what) ’

‘Reas. _§} Math. J Lang. .

| People |} Things Data R People Things
W.F. - LEVEL W.F. - ORIENTATION INSTR. G.E.D. TASK NQ.
3B 4 1 28 30 | BT 15 3 I Y D-2
GOAL: OBJECTIVE:
TASK: Dresses wounds and sores, gives enemas, douéhes, alcohol rubs and massages as directed by physician,

conversing with resident, explaining reasons for treatment in order to give prescribed treatment with coopera-

tion of resident.

Q

PERFORMANGE  STANDARDS
escriptive

. Pleasant/courteous manner toward resident

. Protects oneself adequately against communicable di-
seases

. Follows physician direction carefully and -thoroughly

. Does not unnecessarily frighten or embarrass patient/
resident.

Numerical

. No more than X instances over X period of time of
worker illness due to disease frowr residents

. No more than X numbers of injuries to residents over
X period of time N

. Performs tasks in X amount of time

. No more than X number of residents complaining about
rough handling or discourtesy, embarrassment. by work-
er over X period of timé

. No more thanm X complaints from physician that worker's
manner- and skill was inadequate in care of residents

RIC

Aruitoxt provided by Eic:

. GONTENT,

Functional

. How. to dress injuries, bedsores: manipulating
supplies, 1ifting persons

. How to give douches, enemas and rubs

. How to.calm disabled elderly persons who are re-
luctant to accept treatment, fearful, embarrassed

. Techniques in disease control - what diseases re-
sidents are likely to contract which are contagious
and how to prevent their further spread

Specific '

. Knowledge of special techniques of administering
treatment such as dressings, douches, massage

. Knowledge of treatments prescribed and reasons for
them

. Practice in treating individual elderly persons
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Data People | Things Data § People Things "Reas. | Math. | Lang.
W.F, - LEVEL W.F. - ORIENTATION INSTR. . G.E.D, j@SK RO.
38 5 | 1B 50 30 20 2 2 I 2 1 3 bl
GJUAL: OBJECTIVE: ~
. 1
TASK: Administers specified medication according to physician's instructions and notes time and amount on

resident's chart (case record) in order to regulate medication schedule and keep record up to date.

ERFORMANGE STANDARDS

TRATNING, .CONTENT

Descriptive

. Medications are given when scheduled

. Correct medication amount is given

. Manner toward resident is courteous/acceptable

Numerical .

. Medications are given as scheduled 100% of the time

. No more than X number of residents receiving an over
dose or under dose of medication

. No more than X % of residents becoming ill because of
irregular medication pattern or incorrect administra-
tion

. No more than X number of residents complaints about
worker's manner

Functional

. How to give medication.(injections, pills, etc.)

. How to measure medication

. How to read and follow medication schedule

Specific

. Knowledge of techniques in administering medications
to older persons

. What effect an over dose of medication will have
upont residents

. How to obtain supplies, equipment and prescriptions

Data Pecple | Things _ Data § People Things "Reas. } Math. § Lang.
W.F. - LEVEL W.F. - ORIENTATION INSTR. G.E.D. TASE NO.
3B f 2 [ & 35, J o0 5 3 /3§ 2 1 ol
GOAL: OBJECTIVE: *
L
TASK:

{
Talks with doctors, administrators, etc.

explaining problems, needs for servic-=, in order to inform

them of specific situations and to enlist assistance in changing/improving conditions relating to resident's

well~being.

PERFORMANCE STANDARDS

ZRAIAING.CONTENT

>Descrigtive

. Good communication with each agency providing needed
services to older persons-

. Speaks clearly

. Provides all necessary Lnformation
Recommendations that result in improvement

Numerical

. Communicate with all agencies/persons providing ser-.
vices to older persons

. No more than X percentage of agencies complaining abouf]
lack of" ‘cooperation, or manrer

. No more than X % of recommendations do not result in
improvement

Functional

- Where and what resources are generaxly available
which relate to task

. How to communicate needs for services to agencies
and staff persons

Specific o

. Knowledge of conditions

. Knowledge of resources available for-residents and
procedures to nbtain these resources

. Knowledge of how to contact persons providing ser~
vices

Q
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Data People | Things- Data  § Peonic Things "Rens. | Math. J Lang.
W.F. - LEVEL W.F. - ORIENTATION INSTR. G.E.D. TASK NO.
R ) | T 63 a3 3 2 3 o J D-5
GOAL: OBJECTIVE:
TASK: Accompanies therapist, medical and nursing personnel during professional consultaticns with residents,

noting special orders/directions concerning residents and asking questions as needed. for clarification inr order
to insure that residents will receive specified treatment and care.

TRAINING CONTELT,

O

ERIC | !

Descriptive

PEREORMANGE. STANDARDS

. Notes are complete, correct and legible

» Questions are asked pleasantly and in an acceptable
and courteous manner

. Speaks clearly

Numerical

. Notes all specified items

. No more than X number of professional complaints about
operator's manner or lack of thoroughness, clarity and
concern

. No more than X resident or professional complaints
that resident was ill or uncomfortable due to/failure
to follow orders/directions

L v

Aruitoxt provided by Eic:

Functional

. How to communicate: elicit information

. How to transcribe answers to questions and note data
. How task relates to overall objective

Specific

- Knoweldge of what information is required

. Knowledge of home and professional visit schedules
Interpret general directions from professionals into
care modality for individual resident
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E. PERSONAL CARE SERVICES -

FUNCTIONAL

Knowledge of techniques of personal shopping services.
How to judge quality and comparative costs. of consumer items.

Knowledge of communicative techniques: how to read, write, take messages,
transcribe verbal material to written form. ; :

How to plan and schedule transportation according to destination, cond1t10n
of pasaenger, ava11ab111ty of appointments. kK

Knowledge of special procedures in care and nourishment of elderly impaired
persons. - '

SPECIFIC . : —
How to use special utensils and aevises to assist elderly or impaired persons
in self help in daily living.

Knowledge of local stores and products which meet criteria of cost, wide
choice and good quality for personal items needed by individual residents.

Knowledge of local resources, transportatlon schndules fares, routes; com-
munity gecgraphy, etc.

How to communicate and record contacts with families of re81dents, others in-
volved in social, business or personal contacts. :
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Data People ] Things 7'bata I Peoyple Things "Reas., § dath. § Lang. B
W.F. - LEVEL W.F. - ORIENTATION INSTR, G.E.D. TASK NO.
2 2 1A 20 | 59 30 3 3§ 1 ] __2 E-1
GOAL: ' OBJECTIVE:
TASK:

Give sponge baths to residents unable to bathe themselves in order to increase comfort,
fection, body odor and bed sores while preserving individual dignity, tranquility of residents.

prevent 1in-

PERFQRMANCE. STANNARDS

TRAINING CONTENT

Descriptive
. Show consideration of resident's condition during

personal care

. Firm, tender manner toward residents
Performs task according to instructions

. Avoids unnecessary loss of dignity by resident

. Maintain constant cleanliness of resident

Numerical

. No more than X number of injuries to residents

. No more than X number of complaints from residents
regarding worker's manner

. No more than X residents over X period of time
contract infections, body odoxr or bed sores as a
result of insufficient bathing and sanitary precau-

Functional

. How to protect individual's privacy and dignity

. Knowledge and understanding of d~pendency and help-
lessness

Specific . ‘
. Techniques in bathing impaired or elderly persons

. Specific m-*hods of calming and reassuring individual
residents

. Knowledge of how/where to obtain supplies and equip-
ment, special auxiliary services

. How to lift and move bed ridden or feeble persons

tions without injury to them or oneseif
Data People | Things Dats 3 People _ Things ‘Reaz. J Math., ¥ Lang.
W.F. - LEVEL W.F. - ORIENTATION INSTR. G.E.D. TASK NO.
N N T BTN ) 30 2 —_ L2 F__1 E-2
GOAL: OBJECTIVE: ~
v
I TASK:

and attractive as possible.

g
X :

. <
Asgists residents with grooming/styling of hair, applying cosmetics/deodorants, manicures and pedicures
encouraging residents to do as much as possible for themselves in order to insure that residents are as neat

T T ——

SERREQRNANCE. STANDARDS

L ey

IRAINING CONTENT

Descriptive
. Assists residents efficiently and sufficiently

. Pleasant courteous manner toward resideni

. Protects himself adequately against communicable
diseases

. - Results ar» reasonably neat and attractive
Numerica] )

. No more than X instances over X period of time of
worker or resident illness due to contagion

. No injuries to residents

. Grooming is complete in X amount of time

No more than X complaints over X period of time from

residents that worker failed to preserve and protect

privacy, was discoyrteous, handiad roughly

X % of residents express satisfact on with resuits

Q

E

Aruitoxt provided by Eic:

RIC

Functional

. How to provide comfortable and neat personal groon-
ing for functionally impaired persons

. How to protect oneself and those one works with from
contagion

. How t: n8e grooming equipment with safety

Specific t

. Knowledge of special techniques of lifeing and
handling a person wh£~ia handicapped or old

. Knowledge of special techniques in grooming elderly
or handicapped persons

. Knowledge of specich ragident preferences, idiosyn-~
cracies

. Knowledge of how to obiain supplies and materials

- of good quality at low cost

P

77



i

Q

. Assists residents efficiently and sufficiently

. Pleasant courteous manner toward resident

. Protects himself ndequately against communicable
diseases

. Complete task neatly and in reasonable time

Numerical

. No more than X instances over X period of time cof
illness due to contaglon - resident to worker or work
er to resident

‘. Removes and replaces all soiled clothing of resident

. No Iinjuries to residents

. No more than X complaints over X period of time from
residents that worker failed to preserve and protect
privacy, was discourteous, handled roughly

~

]

Data People 1 Things Bata ﬁ Pecople Things “Reas. | Math. { Llang.
W.F. ~ LEVEL W.F. - ORIENTATION INSTR. G.E.D. ! TASK_NO.
It 1B J s 5 69 35 3 Y W =

GOAL: OBJECTIVE: *

TASK:

Dresses/undresses or assists res1dents with dressing/undressing in order to l:eep residents comfortable,

warm, clean, appropriately clothed. v
. PFREQI"A'CF é?iﬁD \ADS o . TRAINING  CONTENT

Descriptive Functional

. Anatomical structure cf human body
. Knowledge of disease control, contagion, sanitation

Specific
. Manipulating garments, lifting/moving impaired per-

sons .

.. Dressing and undressing persons with disabilities

. Knowledge of capabilities and limitations of
specific residents

. How to protect oneself from contagion

e st

Data People | Things Data § People Things "Reas. | Math. | Lang ]
W.F. = LEVEL W.F. - ORTENTATION INSTR. G.E.D, TASK_NO.
1 1B | T 10 L 40 50 1 2 J 1 )| 1 E-&
CoAL:. OBJECTIVE: §
]
TASK:

Assists mobility of residents by supporting, guiding, pushing wheelchair, use of walker in order to
make it easier for them tc get around indoors, outdoors, other difficult situations such as mounting vehicles.

- v

ner,

™ Tiatst

TRAINING CONTENT

PERCORMANCT, STANDARDS

Descriptive
. Assists residents efficiently and sufficiently

. P@easantly courteous manner toward resident

Numerical

. No iniurles to _residents

. No more than X.number -of residents complaining about
rough handling by worlker b

. Failure to assist wher: needed or assisted when un-
necessary

RIC

Aruitoxt provided by Eic:

-Functional

. How to use wheelchairs, walkers, other appliances
that assist mobility

. Knowledge of special techniques of assisting per-

" sons who are handicapped or elderly

. Safety measures and precautions to be._used - -

Specific :

. Knowledge of assistance vaquized by specific resi-
dents and ability of resident to help himself
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Data Peoole | Things Data J People Things "Reas. § Math. I Lang.
W.F. - LEVEL W.F. - ORTENTATION INSTR. G.E.D. TASK NO.
3§ 2 1 75% 1 _20% 5% 3 3 1 2 ] 2 E->
GOAL: OBJECTIVE:
TASK:

Arranges transportation for residents on public conveyances (bus, taxi, etc.) or transports in private
car in order to enable client to get to agency, day care center, doctor's appointments, recreational outings,

PEREORMANCE._STANDARDS,

JRATINING CONTENT

iz,

Descriptive
. Is polite and courteous in dealings with resident and

“gothers

. Most convenient and cheapest transit is ascertained
Information 1s accurate

. Completes task in reasonable time

Numerical

. Dver period of time less than-X. L complaints becatse
of worker's attitude/manner

. Over period of time less than X % of appointments are
broken or member arrives late because of inaccurate
arrangements

. No more than X complaints that method arranged was
too expensive or inconvenient

Functional

. How to convey information, speaking and listening

. How to read and write transportation schedule and
fares

Specific .
. Knowledge of types of local transportation -available,

community geography, local fares, routes, time and
distance, where the person must be transported and
when, resident's condition and level of indepandence

Things

residents 2nd other persous.

e vy vy,

Data “f People [ Things Data ] People " Reas. I Math. § Lang.
W.F. - LEVEL W.F. - ORIENTATION INSTR. : G.E.D. __TASK NO.
2 2 | T 45 50 5 2 2 | T | I i
GOAL: OBJECTIVE: ’
TASK: .

Answers door, telephone and writes down messages for residents and gives particular relatives and
friends specified information and messages concerning residents, in order to maintain communication between

PERFNRMANCE. STANDARDS

~ _TRATNING CONTENT

Descriptive
. Messages are complaie, correct and legible
. Questions are asked and information given pleesantly

. Speaks clearly

. Completes task promptly

. 4scertain caller's identity correctly '

. Delivers information to callers correctly .
Numerical

. Writes down all required information

Completes task in X amount of time
Ne more than X errors in transcribing information
Wo more than X complaints over X period of time
about worker writing information incorrectly, ille-
gibly or incompletely "
. Gives particular callers any/all of specified infor~

Q

E

Aruitoxt provided by Eic:

RIC

mation intended for him-

Does not give information about residents to any but
specified callers or give informntion intended for.
one caller to another

Functional

. How to elicit infornation courueously but completely

. How to answer questions .

. How to read and write: transcribe verbal material
given orally onto form; read messages about residentsH
over telephone or in person )

. Techniques in transcribing conversational inrorma-
tion:” what information to write down

Specific :

. Knowledge of specific techniques in.talking with
people s.eh as family members.and elderly persons
(special handicaps, hang-ups, etc.) o

. Knowledge of particular persons to give specified
information

. Knowledge of particular informa:zlon to be given to
caller and how to obtain it
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needs and preferences of individual residents.

Data People | Things Data R People Things Reas. } Math. f_ Lang.
W.F., - LEVEL W.F. = ORIENTATION INSTR. G.E.D, TASK NO.
[ a __J _ 1a %0 J_ .5 5 4 a1 - J = E-7
GOAL: OBJECTIVE:
TASK:

Purchases/shops/selects grooming items, cosmetics, clothes, linen, etc. determining requirements by
reading case records and referring to budget in order to provide adequate bupplles of such items which meet

in budget limitations. T

- PEREORMANGE STANDARDS IRATNING CONTENT

Descriptive Functicueal

. Selection is agreeable to residen* . How to judge quality and prices to make purchases

. Selections are as inexpensive as possible . How to select specific items on the basis of gene-

. Selections fulfill any requirements ral needs

. How to use a budget
. Good consumer purchasing practices

Numerical Specific

. No more than-X ommissions per month of needed .*tems . How to purchase spectfic items for resident's

. No more than X number complaints about 1nadequate specified needs

amount of supplies and equipment . Assessment of resident's needs (clothing, cosmetlcs,
. No more than X complaints of inappropriate ‘selection ete.)
-} . Does not exceed budget . Knowledge of resident preferences and relative im-
. Yo more than X instances of failure to consider portance of items in relation to budget limitations
specifie requirements, e.g. sizes, allergies, etec. . Knowledge of when and where to purchase items: loca-
’ tion of vendor and supplies on inventory in home
Da. & People ] Things Data § People - "hings "‘Reas. | Math. § Lang.
W.F, - .-:VEL ~_W.F. - ORIENTATION INSTR, G.E.D, TASK NO.,

e 3B TN T 40% N 50 107 3 4. L2 1 3 E-8
GOAL: o OBJECTIVE:
TASK:

Accompanies/escorts residents shopping, giving suggestions/advice on selection of ltems while consider-
ing resident's family resources, needs, and customs in order to enable resident to make wise use of morney with-

PERFORMANCE _STANDARDS.

TRATHING GONTENT,

Descriptive ) v
. Accepting of resident's opinion

. Advice given as a suggestion rather than an order
. Helpful, friendly attitude

Numerical )

. Less than X % or residnts complain about worker's
attitude ’

. X % of resident's report worker helped them save
money

ERIC

Aruitoxt provided by Eic:

Functional

. How to give advice in warm, positive way

. How to perform mathematical computations relative to
comparing prices

. How to read product information and compare quality
and quantity and price of cansumer items

Specific :

- Knowledge of local siores and particular products
likely to give resident the most for his money

. Knowledge of resources (money available) and re-
sident's needs
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take food in order to insure that resident eats,

SaLgas

Data Peopie I Things 4 Data 1 People Things "Reas. ] Math. § Ling.

W.F. - LEVEL W.F. -~ ORIENTATION INSTR. G.E.D, TASK_NO.
" 1 3A 1 1A 10 I 75 15 2 2 1 2 E-9
GOAL: OBJECTIVE:
TASK:

Feeds resident, using spoon, fork, knife, or straw as needed, coexing and encouraging resident to

ixe PERFORMANCE _STANDARDS

TRAINING CONTENT

Descript? -

. Comple.. , vask in reasonable time, but vnhurriedly
. Completes task neatly

. Manner is courteous and pleasant

. Use proper implement

Numerical

. Completes X number of. feedings per day

. No more than X number of residents complaints about
worker's manner of feeding

" . No more than X instances of unnecessar» messiness

o _ . -

R ~

Aruitoxt provided by Eic: .

Functional

. How to feed peopla; use eating utensils

. How to follow ir.tructions; feeding procedures

. How to encourage reluctant people who are unable
to feed themselves to eat -

Specific

. Knowledge of how and where to get/obtain eating
utensils and food -

. Knowledge of special procedures and courtesies
for feeding and encouraging individual residents
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F. LEISURE THERAPY & RECREATION -

FU"TIONAL

How and what activities are beneficial and suitgblé to older persons.
Commun;cation, teaching, demonstration, group work skills.
Handicraft skills and how to demonstrate skills to others.
, Knowledge of psychology of encourageméht, métivation,assistance and/or.
self-help. : S . - :
SPECIFIC
Knowledge of ph&sical limitations, heaith.handicaps, of individual residents:

Knowledge of local community resources in areas of special activities for
older persons. . '

How to relate activity plan to persona%yneeds of older residents.

for
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Demonstrates, explains and describes activities, rules and regulations of recreational games and
contests, in order to motivate and encourage residents to part’cipate for their own benefit.

vata People f§ Things bata .} Poople Thines b Y Reas [ Hethe T Lang, 07 e
W.F., - LEVEL W.F. - ORIENTATION INSIR. (-.E.D. TASK NO,
} JNSRCTINUSN, SRS YoYU YR B 20 TN S | I F-1
GOAL: OBJECTIVE:
TASK:

P,,.BL'QB MANCE, STANTNARNDS

ey,

TBAINING, GONTENT,

Descriptive

. Explanation and demonstvation is clear and concise
Is tactful and courteous in explaining to residents

. Speaks clearly

. Completes task in reasonable time

Numerical

. Complete explanation/demonstratirw in X emount of
time

. No more than X numbers of errors in explanation

. No more than ¥ complaints from residinss that they
don't understand the rules or benefii? of activities

. No more than X complaints of worker': manner

. No injuries to residents because oi ailure to explai
or understand procedures

¥

i LITCTs (e

Function~1

. Relation of activity and leisure roles t» physical
and mental well-being

. How to explain an activity or game clearly so ic
can be played

. Knowledge of benefits of activity for older persons
Psychology of motivation

Specific

. How to adapt activities and games considering handi-
caps/impairments of individual residents

. How to relate activity to health of specific resi-
dent .

. How to explain possible beneficial effects of in-
creased activity to individual resid=nt

tion and ben:fit.

w
L.
Data People | Things Data § Pcople Things Reas. |} Math. §J Lang.
W.F., =~ LEVEL ~,_W.F.." ORIENTATION INSTR. G.E.D. TASK NO
B 4B 1 24 iVl ael 507, 20% 3 4 | 2 | 4 F-2
GOAL: OBJECTIVE:
TASK:

Gives instruction/explains/answers questiona/demonstrates in handicrafts, machine and hand »ewing,
knitt (ug, crocheting, etc. to residents who wish to learn, relying primarily on own knowledge and experience, -
but referring to instruction books as nece1sary, in order to enable resident to deve1op skills to his satisfac-

T

) PERFORMANCE ST, /\NT;ARDS

TRAINING, CONTENT

2 TR

.Descrigtiv
. Explanations are clear and accutnte

. Instructions are geared to residents
desires
. Manner is non-judgmental, encouraging, and supporting

capacities and

Numerical'
X % of residents, over a period of time, are able to
produce finished products that are usable _
. Less than X % of residents complain of worker's atti-
tude or manner ..

I

) ' ey
Q » " : _ M

RIC . — R

P s o

Functional .
How to perform and demcnstrate various kinds of han-

Pdicrafts; . hand and machine sewing, knitting, cro-
chet, etc.

. Knowledge of. activity roles ‘as part of total therapy
plan W

Specific

. Knowledge of resident's capacities and preferences

~Knowledge oX locatior and method of obtaining sup-
plies and equipment

. Knowledge of training opportunities and ‘facilities,
equipment available

. How to gear instructions to residuat's vapacities

. How to be supportive of resident
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ryata People | Things Dara § People 1hings Reas. § Math. § Lang.

L W.F. ~ LEVEL W.F. ~ ORTIENTATION INSTR. G.E.D. TASK NO.
IBvan 5 1A 20 10 15 3 P | E=3
GOAL: ’ OBJECTIVE:

TASK:

Explains/demonstrates group recreational activities to reluctant and withdrawn resident, reassuring
and encouraging him, considering his particular needs and feelings, and enlisting the help of other residents
if needed, in order to encourage resident to participate.

N LEREQRAANCE STANDABDS

TRATNING, CONTENT

Descriptive

. Pleasant, acceptable manner towards residents

. Residents easily comprehend werkers instructicons

. Show an enthusiastic and patient attitude

. Persuasism is effective, but pot overbearing

. Methods of reassuring, demonstration and encouraging
show good understanding of resider

Numericai

. X number of complaints about manner of worker
X % of residents decide to participate

. No more than X complaints from residents that ex-
planations or demonstrations were unclear

. No more than X complaints that worker made residents
feel he was required to participate

Functionel

. How activities coatribute to the well-being of older
persons and hiow to explain this to them

. How to relate to needs of older persons

. Hew to teach activities to older persons slmply and
pleasantly

. How to make reluctant participants feel wanted/need-
ed in group activities without forcing participation

Specific

. Specific activities of residents related to their
physical and meritiul health

. Knowledge of i{ndividual encouragement and reassur~
ance

. Relative value of response of resident to worker as
compared to other resident

fbata People | Things Data  § Puzale Things P ‘Reas, |t Math. | -Lang. -

. W.F, - LEVEL W.F. = ORIENTATION INSTR. G.E.D. TASK NO.
| 3R 3B e ke 50 5 T} 10 3 T I | P-4
GCAL: OBJECT;VE:

' - “e . - - 1 .

140i:  Observes leisure/recreational activifies of residents, in order to learn and note the extent of in-

volvement by each resident, suggests/exb?ains/demqnstrates activities to those wh: are not involved in order to
" ensure maximum participation and therapeutic. value to residerts.

T ReeNY £t ot

JJnmmmwnnmuu:ngsmgg&ééhgguﬁgégpARDq -

TRAINING GONTENT

Descriptive
. Explanation is clear and concise

. Is tactful and courteous in explaining to resident
. Completes task accurately and in reasonable time
. Nbserves unobstrusively
. Suzeentions are suitable
. Demor."t:rations are effective
. Numerical
. No more than I. . complaints from residents that they
* don't understand .
. No more than X complaints o:i worker manner
..No injuries to residents because .of failure to ex-
plain demonstrated procedures
. Suggestions reflect accurate observation of resi-
dent's interest -and abilities X % of time

Aruitoxt provided by Eic:

Functional

« Benefits of activity for older perscns

. Motivation techniques

. Knowledge o. special techniques in demonstration
explaining activities for older persons with con-
sideration for handicaps
. Knowledge cf techniques of observation: how to de-
termination interant; how to judge involvement

Sgecific

. How' to relate activity to health of .specific- reai-
dents

» How to explain the benefits of activity to resident

‘84 ’ . ) :



ERIC

Aruitoxt provided by Eic:

People | Tnings

activities for residents.

Data Data [,Peoole_*— Things Math. § Lang

W.F. - LEVEL W.F. - ORIEMTATION INSTR. . G.E.D. TASK ND.
3B 1 L1 B0 ot 5 TSR N | I Ez5
GOAL: OBJECTLIVE:
TASK:

Asks questions/listens to and notes answers about -schedules of leisure and recreational activities
suitable for older persons in community agencies providing these activiti~s,

in order t.0 obtain iqformation on

b EREQRMANCE STANDARRS

TRATNING, CONTENT e

P o ey

Dehcrigtive
. Obtains necessary information

. Courteous and pleasant manner

Numerlcal

" Communicate with all agencies providing services to
clder persons

. No more chan X percentage of agencies ‘complaining
about worker's manner

P

—

Functional

. KHow. to elicit information ’

. What leisure and recreational activitcies ure suiltabl
and acceptable to older persons

. How to read: agency brochures, telephone direcLorie

Sgeclfic .

. Knowledge of what agencies provide activities:
to contact them -

. What information is necessary

. Particular preferences/needs of residents

how
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G. NUTRITION & DIETARY PLANNINC ,
PREPARING & SERVING FOOD

FUNCTIONAL . ‘ S T

Knowledge of nutrition and relation to mental and'physical health.
Knowledge of;planning menus, food preparation, special diets.
Knowledge of inventory and how to plan on basiszof past use data.
" How to'purchase food economiéally and selectively. -

How’to read recipes d1rect10ns, calculate quant1t1es of 1ngred1ents

e

" How to prepare, cook and serve food mainta1n1ng standards for clean11ness
" and sanitation. : :

SPECIFIC -

Read case records, extract diet information. -7
. How to plan prepare and serve attract1ve and nutritious meals w1th adaptat1ons
for: spec1al individual diets for residents. » ~

L3

- KnOWledge of local resources for.bulk purchases of food supplies.

: Where and how to store food suppl1es and mainta1n necessary qua,__ries'on'ﬁand_

) at res1dence.
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sidents.

Data People | Things Data } People Things "Reas. |} Mati. § Lang.
W.F., - LEVEL H.F. - ORIENTATION INSTR. G.E.D. ) TASK NQ.
3B 2 L1 25 70 S LY 3 ) 1 3 G-1
GOAL: : OBJECTIVE:
!
TASK: *
Talks with nurses, nutritionists, doctors,

discussing the kinds of food and ligquids the patient nay
consume, noting comments and suggestions, asking questions necessary for clarification regarding diet for re-

PEREQRMANCE. STANDARDS

TRAINING CONTENT

Descriptive

. Notes are accurate, complete
. Pleasant,

‘s Speaks clearly

<. Completes task in reasohable time
Numerical
. Notes are written with 100% accuracy :

':. No more than X % of professional complaints of worker
manner or lack of clarity in communicating

. No more than X instances of patient illnesses or com-
plications due to error in noting proper diet

'

>

P B

ald: legible
acceptable manner. towgrd other professionals

Functional .
. How to take notes and copy verbal material precisely
. How to ask questions simply and pleasantly
. How to communicate clearly and courteously general
concepts of nutrition
Specific-
. Type of questions to ask in order to get needed in-
formation
Kinds of diets for special types of illnesses
How to secure information
How to contact nurses, etc.

- Numerical

L < D L & SR
Data People f| Things * Data. } People Things * . Reas. . § Math. J Lang. .
' W,F, - LEVEL =~ - W.F. - ORIENTATION INSTR, . " G.E.D. ) TASK 'NO.
i) T Y 90 .5 - 5 2 2 | I -2
- . 44'
GOAL: ' - OBJECTIVE: . R
- %
Read/review resident case records in order to obtain information needed on diet of each resident. 'r\
PEREORMANCE. _STANNARDS o TRAIW’IENT
o s = .
Descriptive - - - : S

. Completes review thoroughly and accurately -
. Obtains all pertinent information

..X number of re%ident complaints about diet
."No more than X deviations from diet cause illness or -
discomfort to resident

Q

Aruitoxt provided by Eic:

RIC

Functional
. How to read: case records, diet information’
gecific
~ How special diets contributes to the health and
attitudes of the residents

. Knowledge of how to locate diet information in case
records :
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Data Pecople | Things Data } Peopie Things "Reas. § Math, § 1lang.
W.F. - LEVEL ) W.F. - ORIENTATION INSTR, G.E.D, ‘TASK Y0.
1 TR BTN T 15 9 3 [ 2 | I E-3
GOAL: OBJECTIVE:
TASK:

for efficient upkeep of home and food preparation,

Vigually checks inventery of-food supplies and general maintenance supplies on reserve on premises,
outlining future needs and preparing a purchasing. list, in order to assure ready availability of 1itu..

needed

g

. PEBEORMANGE  STANDARDS

TRATNING CONTENT

Descriptive.

.+ Sufficient quantity and proper quality of needed
supplies is readily at hend when needed

. Inventory is complete, and thorough, and regularly
completed

. Purchasing list Is accurate and complete

Numerical

. Purchase orders are correctly and legibly prepare

. Complete inventory check is scheduled every X days

- and completed in X amount of time

. No more than X special purchases outside. regular
schedule are necessary

. Overstocking does. ‘not occur more than X times per
year

. Shortages do not occur more -than X times per ynar

Functional
, How inventory system works
. How to predict quantities of inventory items needed

. How to judge future needs on the basis on past use
data

Specific
. What system of inventory is suited to use in specifid
personal care homes .
. What information needs to be recorded
, How and where to get or make inventory forms
. Special procedures and guidelines

for preparation in home.

Data People B} Things Data } People Things 'Reas, | Math, j§ Lang.
W.F., - LEVEL _ W.F. - ORLENTATION INSTR., G.E.D, TASK_NO,
3B/ 4 1A | 1A 90 ] 5 5 2 3§ 2 1 3 G=4.,
GOAL: ’ - ' : OBJECTIVE:
TASK: -

Purchases food and groceries for home from Specified Vendors

follqwing 1ist in order to provide food .

PERFQRMANCE STANDARDS

LA ONET

Dencriptive
. Buys items listed- from specified vendors
. Stays within budget

&0

Numerical ' .

. No more than X owissions ¢: listed items

. No more than x number complaints about inadequate
groceries

Q

ERIC

Aruitoxt provided by Eic:

o

Functional ) ‘ :

. How to ccmpile lists. of required quantities of food

. How to follow directions for locating items {r A{if-
ferent stores and vendors

. How to countfadd/subtract money

Specific . -

. Knowledge of 10eation of

. Knowledge of how to find
. Knowledge of how .to make
perly selected according

specified local vendors
items in specific stores.
sure -1isted items are pro-
to needed quality, quantity
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meal schedules.

Data People | Things Data [} People T%ings "Reas. | Math, 4 Lang.
W.F. -~ LEVEL ~ W.F. - ORIENTATION INSTR. G.E.D. TASK NO.
4 TN T T 10 4 3. 1 2 1 2 c->
GOAL: OBJECTIVE:
TASK:

Evaluates/assesses time required to prepare meals, including planning, purchasing, cooking, serving,
and clean-up and preferences and convenience of self and residents in order to set up/establish regular

. No more tlian X number of meals have to be served
early or lafe because of faqlty evaluation
. No more than X number of complaints concerning meal

PEREQRMANCE. . STANDARDS TRAINING. CONTENT
Descriptive a . Functional
Schedules are convenient and workable . How to make a schedule inv01v1ng several steps in a
] ' ' process
Numerical Specific

. Scheduling meals in relation to other activities
. Time required for planning, purchasing, cooking,
serving and cleanup

quirements.

vegetables, making/mixing beverages and other foodstuffs, referring to cookbooks, nutrition books, etec
necessary In order’ to provide appetizing, well-balanced meals for residents which comply with special diet re-

schedulés . Preferences of residents for meal times
. \ .
Data People '\ Things ‘] Data }--People Things " ‘Reas. § Math. } Lang7
W.F. - LFVEL - W.F. - ORIENTATION - INSTR. G.E.D. T%SK NO.
< - - G-
3B 1A | 60 10 40 3 3 ] 3 | I

GOAL: ' OBJECTIVE: :
TASK: Plans and prepares foods, cutting meats, measuring and combining ingredients and seasonings, cleaning

. as

PERFORMANCE  STANDARDS

TPAINTNG CONTENT

Descriptive e

. Preparations are complete and correct

¢+ Area 1is clean and free from germs (according to stan-
dards)

. Meals are appetiring and we11 balanced

. Numerical : )

.-Prepare all food within diet specification (100%

accuracy) -

-+ No more than X % of residents complaining of how
food testes or appears

. Prepare food in X amount of time (according to sche-
dule of meal times)

. No residents becoming 1ll from unsanitarily prepared

fcods or deviation from special diet requirements

Q L . . : 3

RIC

Aruitoxt provided by Eic:

B

Functional.

. Knowledge of food preparatlon techniques and methods

. Knowledge of how good food preparation contributes
to the health and well-being of the residents

.. How to keep food from becoming contaminated
ral sanitary standards &

. How to read: recipes, labels, {:structions, nutri-
tion books, etc.

Specific

. How to prepare food in proper quantities according
to menu plan and number of persons to be served

. Knowledge of special diets and preferences of resi~
dents

gene-
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ring, etc.

Data People § Things Data } People Things - N Reas. |} Math. § Lang.
W,F. - LEVEL W.F. - DRIENTATION INSTR., ) G.E.D. TASK NO,
IR T 2 a0 F 10 50 2 | R BRI Y Gl
GOAL: DBJECTIVE:
TASK:

Cooks/prepares food as specified, operates equipment (stove, ete.) according to instru-tions, stir-

Aty

PEREORMANGE. STANDARDS

TRATNING CONTFNT

, Descriptive

. Tend cooking food in the prescribed manner

. Equipment is properly used

. Food is reasonably appetizing

Numerical

. No more than X % of foods ‘cooked too well or not well
enough

. No more than X numbexr of residents complaining about

“x  cooked food

. No more than X instances of equ1pment misuse

Functional

. How to tend cooking food e

. How to operate kitchen equipment and tools

. How to read recipes, 1abels on cans, etc.
Specific

. How to adjust particular stove

. Ways to tend different foods

. What temperatuve different foods should bpe cooked
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