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.This preliminary H dbook is preaently being uaed during

.performance standards.
. ject rationdle amd i

this phase of the project, :to suppert the develoPment of

It provides, in.writing, the pro-.
also documents the current versions-
1 the working terials of the proﬁeqﬁ {data collec-

‘ gsheets, 'tally sheets, activity descriptions, ete.).
L]

ofz
r

A key project task is \the refinement anpd further develgp-
ment of the handbook d of all this material for eyentual

independent use by local offices- and State ES adminiatra-
tive personnel.

At the present time,the \current material i ubject to change
as a result of experktence gained and suggestions received
during this developmental phase of the project. Furthermore,
some material, such as the local office typology materlal, is
not in this verdion of’ihe handbook.

This material is a‘working document which is in the.process
of evolving toward a final finished product.
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r, Chapter I °~ - - re
. INTRODUCTION e oL
' :
" What need dpes this handbook £ill? v “» :
’ A~

State and local performance must be measyred in terms of
tangible end results rather than the intermédiate activit.es
and sdgvices which led to those resylts. This conclusion has
led to the development of a Balanced placement Formula which -
is currently used to adjust allocatifons to.the States., Used *-
in this way, the Balanced Placement'Formula accomplishes
Performanced Bdased Budgeting for the ES. States, therefore,
have an incentive to take.action that will improve the results
Wwhich play a role in the BPF. *

The ES has come, to thé conclusion in theugast fey years that -

w

To improve the score obtained on the BPF, each State agency
should develop an action plan based upon .an analysis of its
own. operation. The national office can assist States in this
~effort by developing procedures and analytical tools that are
keyed to the results that figure into the BPF. These results,
© or outputs,’ are the consequence of a system of activities that
comprise the placement process; they and other outputs provide
tlues .to how well the component activities have functioned.

Ne fixed relétioﬁship between output figures and input activities

can be made because each State agency and the . local offices

with it pperhte in labor markets that have specific character-
istics and unique prohlems. Hawever, despite these differences,
_enough similarities exist between all the local offices in the

ES to warrant the development of a uniform set of guidelines
to:aid in diagnosis of State and lecal operations for the purpose
of improving the performance measures used in the BPF.

"
[

" Therefore, a comprehensive set,of performance standards\’should
consist &f 3 parts: a definition of output goals {(curreatly
expressed by the BPF), a methgd for ideéntifying substdndard
performance (BPF score and otHer, outputs which cansbe used &s
clues for poor component activity), and' a set of guidelines
for diagnosing and correcting ‘poor activity performance q;f
inefficient resource allocations. ° ' : -

*
!

The Badanced Placement Formula plays a role in two parts of

the standards: it defines goals and priorities for ES output
performance of placement and placement support sgrvices ¥with
limitations discussed below), and it can be used tb identify

. substandard performance. What is needed is the 3rd part to

assist in the diagnosis' and correction of substandard performance.
This part of the perforihance standards should consist of 'a set = -
of gupdelines which indicate combinations of actiVities or
services, unit costs for such activities, and key quality
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/#ggg;ors modeled upon ES organizations having adequate or
superior performance. The +suidelines should be supported-
by feasible methods for analyzing the combination, cost &nd
quality in. ES operations having substandard output performance,
The resulits of such analys.s, in, combination, with the guide- . ‘
lines, will permit State and local ES ‘management to plan [
. o changes in ES operations designed to improge output perfo._.nance. .
{ The three components of performance standards are discussed in e
turn below: ‘ . "

- "

, . -3 .

X. Output Goals

. A : .

. Output geals can be derived from the Balanced Placement -
Y Formula (BPF), the ES performance-based budgeting tool. . -
The BPF. has logically separate components (exclusive of M
final budget computationkh,

a. Goal measures: : .

: "~ Placement Service.Performance in relation;
A + to plan ’

+

-~ Placement Services Productivity . .
- Types of Individuals Placed

- Types .of Jobs X

- Employer Services\
. ~ Employment Assistance ‘=

The BPF specifies what elements of ES performance will be
measured, and how these elrements will be measured.

-
L]

b. Policy Variables:

- Weights for individual items 'related to “quaifty“
. . : ‘Pf.servige, such as the tarFet groups placgd ’

! T

' - Percentage for budget allocaticn . . 3
. . -~ Performance standards (national average for
. < each performance measure)

. The pdlicy veijhts and budget-pérceqpages establish the
-national priorities for ES output performance.

P

N

. In its current form, the BPF can be a management tool .to- -
be used for the purposes of diagnosis and planning by all
. .. levels bf ES management:
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s

als for each of the output performance measures can be -
' estab

' integrating the goals for each class within the State . -

- L]

ﬁ : Ve % ?

. - Bg Federal management - to identify States with low

performance in relation to other States.

- By State management -~ to evaluate the State's - .
performnance as a whqle and .with respect to each
performance measure and to evaluate and to st
i?entify low-perforiing local offices. |

. - B¥ area/district management - to identify local
fices or areas with low performance.

e

Causes for- Poar . Component Activity L R .

The current vergion of the BPF can be applied at’ the labox
area or lo¢al office level for performance diagnosis te s
provide ‘a clue to poor component activity. This is ‘the
crucial final step in-use of the BPF as a management €ool
because services are delivered here, at the Iocal leqel,._
not the State lével. The causes of substandard performance
tan only be corrected here at the local level. Howaver, °
the ¢urrent BPF has an important limitation because it )
does not atcount for.local area labor market-and labor
force conditions beyond the control of the ES which may
have a significant effect on (a) achievable output per-
formance /levels, (b) the optimum mix-of activ1ties and
services{ and {d) unit costs.

Therefore, local -area performance standards must be developed
foy types or classeg of offices that may reasonably he
believed to have similar conditions. Fof each such class,

o)

stablished. Whether the yoals should be the average
performance of the class br indicators of superior per-
formidnce of the class must yet be decided. To establish
an overall goal for a State and State performance in
relation to geoal (needed primarily. if not solely for
national: budgeting purposes) requires a procedure for

through a weighted summatiopn process. Py LN

Guidelines for Analyzing Input Activities °

‘The guidelines for diagnosing and correaging poor component -~

activity (the 3rd part of the standards) are described in
detail in this Handbook Lgee chapters IV, V and VI).

Methods, including forms and analysis sheets, are prov1ded
(see Chapter VIII) to carry out measurements of actual ac&ivity

nit cost ‘and to rate the quality of each component acti ty.
Lt .- - )
’ % | i ,
. -3- .

-




-

] . ]
)

] - o

The guidelines ‘assist in analyzing component activitles at

the local level. This analysis provides the answers ES
“officials must have to plan changes that will improvg.
abtfvities. The analysis will tell them. S

1. Which activities are perhprmed below standards
of.adeqﬁhte quality. o .

2, Which activities are costing (in terms of work
time) more than standard product1v1ty rating.

5. How~ the utllizatxon of resumes in the office
» _compares to offices of the same .t he achieve
' high scores as measured hy,thé‘ﬁﬁ? XY :

JIn the next sectlon, State uses at several a i -iéirative,

levels are described in more detall,m A e

ar
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Tov Chapter II
USE OF ‘I‘HE lPERFORMANCE STANDARD& EANDBOO

- L
. Ve . . .

Ll 4 ! Il

_AreaVDistrict'Manager ——
o4 )

" to manage his- periormappe to maximize his funding-allbeca- .
*' tion, given tha policy variables. RS ‘ . _ AN

2
\, ' ¢oncentrating on the measure(s)°on wh%;h the- Stdte is- :

gsea/Distrlct Manager :

- ° . "
-3, Recommends improvement based on. detailed analysis us ng
~this Handbgok.. v ’ . .
Local Manager . .

. as a plannlng tool, preferably biannually, to evaluate activity
‘in the local office in relation to standards of quality and

y uses it,‘why,‘yhen'and where? S . , ‘a .
4 . T .. -

State Adninistrator - b ' oo Sy

Local Manager .
™~

+

purpose of diagnosls/planning. ) $

State Administrator ) ) Co

\

State Adminlstrator has responéibilxty for and (at léast
some) control over performance and indeed should attempt -

+

1 Evaluate“the BPF for the ‘state ‘to ascertaln the -
measure(s) on which the State falls below cthe standard
. P T ha ¥

. Evaluate the performance. ‘of each type of local office;
below the standard I

5. Identlfy specific local qffices'falling below the - standard
4, Direct dlstrlct/area managers to cohduct detailed .
assessment of performance, costs, efficiency and guality.

s # . - &
a 5 *

]
L] L)
. . ]

1, Idenfifies LocaI Offices’ via output performance standards.
* ’
=

2. Assists in onsite measurement of resources’ utilizationf

Local Managers will use the Handbook- in ! two ways: Fir%t, as
a diagnostic tool, after the State Administrator and Area/
District Manager have identified this local office as falllng
below the standard based on the allocation formula. Second,

of "cost.

P




. /" . M 4 . ¥ "
- . ‘ .‘_ v ,.l . ' . “'z
- Chapter III , - . ' ’
'LOCAL OFFICE TYPES : -

Ll
LY ' . . u ~

. ;’".", ST
,This Chapter will discuss the reasons fog a’ typology s use-+ .
fulness, an outline of how a typology may be.. determlned,‘gﬁg

" how a local offlce may determine its own type is u51ng the

T

Hal'ldbOOk I . - e .
A. th_a__yping of Local Offices Is Meanlngful L

One of the problems in the development anﬂfuse of performance
_standards is that guidelines appropri4te and effectlve in .
' one locale may. be unsu{table in others.

+

s LR .

To the extent that LO's may be grouped &n the basis.of .
- characteristics held in common, more relevant standards
can be»developed This. is the objective’ of making a

. typology of local-offices: to allow for standard—settlng o
that is more closely tiéd to local labor. market cOnditlons .

_ than standards based only on natlonal averages.

-
LIS

-

B. Current Status of Typology Hesearch

.Currently ng-valid typology for,labor areas or 2ocal OfflCES‘
can be used. HoweVer, as the research to develop per formance
standards is advanced the typology needed for grouping labor
areas and offices into types will he created. Until that

is done this Handbdéok can only be used as a - -self-aftalysis
tool in which the ultimate méasurements are ecompared to
internal stdndards that .the: State or local managers already

apply . T 4 3

After the standarda have been e%&ablished the: typdlogy for
each local offjce will be determingd by a simple chartsthat
will contain,all SMSA's and the type of labor area: for

officés outside of the SMSA's a single type will apply. .The

", . -exact breakdown and the list itself will, of course, only

‘be available after that research has been completed. The
reader is referred 40 Volume 3 of the Final Report of .the
“project for ‘more details about thg research plan.

- ’ P - & . * -
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o chapter wo T
- ' /
7. PERPORMANCE s-rmmnms FOR EACH ACTIVITY \\g

+ ' L .
' The actiVLties to ‘be descrlbed in this c&apter will be appllcable
to local officed of all.types. They will.pertain to the -

j,gerféxmed by theé ES. . . -
 In Sadtlon A, each actlvity will be deseribed in general terms,
‘key féttors«reflectlng the quality of performance of the
activity w;ll be detailed} the quantmtatlve ‘unit of measure
for gach activity will be Igsted' the service percent formula,
_ for each activity will be specifiied; and f£inally, other :
Q?,g,; quantltatlve measures for ﬁelec d activities %ill be_defined.

‘ In Section B, tables reflecting the»gtandards, or numbers to;
be used for‘%cmparlson will™he presented. Currently., a.sample
.only of such tables is presented, with the actual .tables to be
" described after the 1arger survey.™ Tables will be cfgamized"_
by Ty e of Local Office or labor area, and contaiq, or” each-
. actlviby, the following: peércent of resources ( power) ;
standard cost in minutes for producing one unif- an‘adequate
: ,quqllty rating; standard service’percent; and. Standard other .
SR quantgmative meaeﬂfes if qpplicable. S _ S -

office for each activity and,f dete lning ‘the number of- bnlts
produced -and the cést for that‘pngéhc ion; the cost- pes'ﬁnit
w*il then be compared to the stan and. A

L3

e In the neﬂt cﬁ.bter of thé Handbooﬁ Cha ter v, detalled pro_-;q.
cedures .will be presented for ma x&ng. mea urements in the local , .

jndividual activities'~ the basic- bulldlng blocks of the se rices .

4

1
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. As* Activity Descriptions:

A .
0 Activity § 1., .

L

“wa

‘1

Application Taking

Referral Intgrvigwiﬁg - i

Order Taking , .
Employer Services _ N
Community Services - o
¥, * ) -
o
L™ .
C - ;‘ -
bl I i’
!'-4’ * [
e
~ \
&
A 13 ‘- ?
L4 “. §
) ¢ e
a ' Lo -
R
= . e
o+
~

Réception:

*

3 . :

L] ~ . LT

r

Job Deveprmen%

Job Information Service (JIS) . o

L]

’ W -

Refefral Contret = - : | “ *

Referral Result Verificati n/Order Validation E7 4

L faw

Counseling . , E Loy

Testing. . , ‘,

File'Seatth and Call-In | ‘
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- ACTIVITY Q}: Reception

a) General Descriptlon

“Phe functions of the Intake and Reception
reception, orientation-and monitoring of t

cation and referral processes.

‘F——4> To JIS

To Counseling

\A To Test.mg

Interviewing -

o

unit include
gelf appli-

The recepti¢n function

. . reguires ,that eac¢h applicant receive service promptly,

' that applicant needs be accurately recognized, and that
the appliéamt be.directed to the appropriate area or

® staff member. The receptionists must be able to interview

callers rapidly and tactfully, be adaptableto.new

operatlons and -be able tog relate well. to applicants.  In
additlon, they must be perceptive and knowledgeable about
jobs, office organazation, regsources and objectives of

the employment service, and.have a knowledge of communlty

resources. ‘While trainees, preprofegsionals or clerical
" staff may be assigned to this complex operation, .they

< must be carefully selected and well trained.

This train- .

ing should be provided.in a formal clasg room setting as

A ' well as on-the-job, and consist of the same basic
- lnstructlon prOV1ded members Of the profe551onal staff "k

' b) 3ey Quality Factors

'+ ® " Reception area is welccmlng and bleasant

® .Where the location of other areas is not [ Vzous, the reCeptIon

»

® Reception is locate3 where trafflc can be eds

y controlled,

- area has clear 3igns with simple words' indi ating where to

proceed to othersectionsg’ of the office.

’

LN

*Placement Operationg Handbook
&

A e

® ' Reception area is supplied with ES pamphlets.

-

"
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c)

d)

-o “Appligants who cannot be served imﬁediately are informed

Quantitative Unit R -
;@ Number of individuals received. L ' .

_Service percent _ o

. .r\New applicants receive an orientation (e.g., from person

at reoception, from film strips, etc.} which covers:
JIS ) ' B ) ' *
Job Search’ Liﬁrary .
Other- services provided by ES )
Veteran's preference policy AP S
UI claims possibilities i
- Current labor market information - - a

] x

o : . o ) e
o Wait times are®mot greater than minutes unless exceptional
circumstances occur. v .

of delays and are given a reasonable estrmate of wait time.

@ The, reception desk is attended at all ‘times.

= “ L
. 4

® Receptionis

- Welcomes tle applicant in a friendly way.

. = Determines if the applicant has an appointment and if S0
‘ . notifies the appropriate staff member.

~ Sight verifies self—application forms for completeness
and correctness. ) . . .

~ Screens the applicant for need "of special services or:
employability development. If job ready, JIS could be /’

suggested. /
r . .
- Insures that waiting applicants are called on an equitable
first in, first served basis. : -

1
-

~ Alerts interviewers to special situations and writes‘ ct

notes for the interV1ewer if necessary. t” -

- Has a method for 1ocating the application cards for pre—_
viously registered applicants whp know their SSN.

Total Traffic o
Total Unemployment in the Labor Area

* o

Ay

: - 16




b)

. - <D e,

1

General Description ) - _ .

Application takers perform the following functions:r

Decide whether a full or. partial appllcatlon should be

taken. / '

Assist appllcants having dlfflculty with the self-
application process.

-
,

Check the data enteﬁed by the applicant. . év
Complete the form, entering those items not filléd out

' by the appllcant. o k3
If a full applicatlon is being taken, review theJappllcant
work history and other quallficatlons {as described by .
the application card and ag elicited from the applicant
during the course of discussion). Then determiné&
one or more occupational titles and correspondlng "DOT codes,
and enter these titles and codes on the applicatlen card.

Make an evaluation of the applicant.and the job readiness
of the applicant. . Then determine the next approprlate

activity for the applicant (e. g. Job Referral InterVLewing,
Job Information, -ete.). _

"’.}'

Key Quality Factors . . o %

e g

® | Partial applications may be taken oni | . %é |
- New applicants who are referred to a job from Q?e JIS.
- Youths seeking only summer employmént. - '1£:1
- Transients.

%
-~ Casual labor workers, ]-7 . T




~—

‘ ‘\ - prlicants reterred to a "job Qpening on their first

Ere

e)

) )
® Facilities are available fo; the self- pplication process

~ Dbomestic dayworkers.

visit to, a local office.

~ Persons v151ting the Loca Ofﬁ&ce only for test£\§ on e .o
a Specific Aptitude Test Battéry. .

j{ﬁpplicants ‘on temporary layoff with apparent job - -
attachment. _ ) .~

® Complete applications are taken on: - o T

L)
- N ’ . i

- Veterans. ) ‘ : . . '
- Disadvantaged. ' ' i
- ﬁandicapped ’ - . A ;

- Applicants, who need additional serv;oes but cannot be fou
served the same day. . _ ! -~

s v

Applicanﬁﬁ‘gith skills usually in demand for which f

. ithere are no curtent openings. /
® The -self-application method is used when tﬁe applicant / E v,
is capable. i{
’ “ A X
e Visual aids are used to instruct applicants on completing

‘the forms. (These should preferably be large, wall-
mounted copies and/or examples of filled out forms /
given to applicants at intake.) . . i .

{(convenient desks;{good light, pens, etc.),
— .
® Systematic review, at least on’ a sample basis, is iy
conducted on both full and partial applications ,to [ nsure
maintenance of adequate guality. . Ly :
. fo-
Quantitative Unit o .

v

¢ Number of applications {partial and gomplete). -
+ ] ) s . %‘E

Service Percent . . - . S .

. New Applicants + Renewals ) * < ‘ . o .
- Potal Traffic: ‘ . o ' ’ . _

Quantitative Measures

-

. ‘hew~npplicants + Renewals _
Total Unemployment 1n the Labor Area

-

L : 18
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ACTIVITY #3: ‘Referral?}nterviewing
: E

Lo /o ' G - meloyer

-

- ‘ - - ’
) . Reception —P T —> Counseling
via Wwalk-In/Call IQ/File | Referral ¢ 'pesting

‘Search L
Application Taking > Interviewing . _ )

: . ———p 15

, . ' & i; . , ,

. * - . q . Potential Job, ., S e

> < ¢ - ' Trainin, Supportive 1
; ,  =f . ' Job Referral Sexrvice ’

4
F L -

RN L - Development . =~ Control . ‘

a) ‘General Bescription ) \ Action . -

[
- ’

- ’ Referral interV1ewing includes intervieW1pg an applicant
o <"+ for referral to a job, a training opportumity, ora
- supportivé gervice; referring the applicant:to a job,
opening, or if no opportunity exists (no aRproprlate
open orders)., performlng job development. The interviewer

T analyzeg the appllcant s work experlence{ training,

ey . interests, and requirements; and.searches ope€n orger lists
! ) to find a suitable open order. The interviewet also does
. job modification to try to fit job to appllcant,oq appli-

cant ta job.

) . I \ . -
In non-Job Bank a}eas, the interviewer checks the referral !
status either by actessing the original order or b

dontacting the person or unit holding the order. .

-

In Jbb Bank areas the interviewer calls referral control

and determines if the ordér is st111 open. . -
. Once it has been establlshed ‘that the job (training or\
A serv1ce) is available and all reguirements of the order \
: \Ihave been met, the, employer’ Fay be called and, if the order,
_ is valid, an interview is arranged. The appl&cant is S
] provided with a referral card s ow1nd the émplQyer's ‘
- name, address, phone number and person to contact, and .
is sent to the employer. o . \\
‘. ' b) Key Quallty Factors ‘o ’ o

Y o . -t F]

® Job Ofdersxpnd>0r microfiche réaders or other displays
X are e3asy to read and-are easily accessible.

4 ® When no'appxopriate job openings are found fbr Job-ready
applicants, especially veterans, -job modification and -
v job development is attempted with/for the appllcant.-

® The referred applicant is prepared by the referral inter-
viewer for subsequent empldyer interview by advising him/her

. of the arrangemcnts made wi the employer, discussing the

applicarits course of action. :




. Appllcants are glven a reférral slip as 1ntroduct10n to
the employer. . ; .
e If thé job orderglndlcates “call first“ the referral
‘interviewer checks with the employer before referring
. "the applicant selected, to make sure the job is still
open and that requirements have not changed.

e ‘Important changes are reported'immediapely.-
. . ) .
® The referrai 1nter31ewer encouragek the appllcant to - v?
telephone him/her if there are any problems or questlons.

¢ A referral interview takes place in anp-area which is
well-1it, free of noise, and has deské’well—spaced
(or partitioned). . - 1

® InterV1ewefe, when relevant, inform the appllcant of .

the p0351b11ity of UI benefits.. * .

e Applicants report satisfaction with the -referral inter-

viewer process-’in completing survey questions, At . e

least ’ ¢ of the applicants, surveyed are satisfied.

-
1 - - *

When part of a Job Bank: . _
9$.The following materials are used in interviewing: 1..
- Lists of open orderk - Indexes of open ordérs

.= Lists of new orders, - Indexes of hew oriders -
' - Lists of clearance

. ® Interviewer re-calls referral control if appllcant changes
mind after referral is cleared by neferral control.

e On ,calls to referral control, established pro&edures and
fixed dialogue ake used to speed up the process.
» “
~ The period of dialogue should" average ng more than 30
seconds per referral. '
e Each referral 1ntervuewer receives referral results daily
for the purpose of self—monitorlng.
# The referral interviewer superV1spr also receives the
referral results to effectivefy monitor operations.

® Referral cards® are sent to data processing. at the end
of day. _ . _ P

20 - N
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EF

Q

RIC

c)

d)

e)

]
,

@ ' Job Bapk“listinéarﬁrrive 6ﬁ’time¢

- .

e 1 Job Bank order list per interviewer,

e At least 90% of job openings are filled from u31ng the
open order Job Bank dis%iays.

Quantitative Units )
* L} - + -

e Number &f applicants interviewed,

Service Percent K . | . i
" Referral Interviews
‘ Total Traffic ¥ e

R - R : L 4

Quantltative Measures

Individuals Referred '
New, Apps + Renewals ) .
(svC. to Indlv....YTD) . : *

Number qf Referrals : - :
Total Number of Job Placements '

Fl

1

. LY

1 ! -
«

1

Q-]:S- ‘ 1




. a)
. (' -

- ‘I‘.I ' b)

ACTIVITY #4: Job Development

;@ ' The- staff has received tralning in job development techniques.

c) Quantitative Unit - : -t

- e Number of job development attempts. ' ) : «
d) ‘Service Percent o » v .

- Job Development Attempts
. Referral Interviews
*These information soufces_are of prihe importance. ‘K :
‘ . ' X “'--qﬁr“ - - . et .
-16- = - - . '

! ’

L4 * L.
o ) Job Development
' Referral Ilterviewing

- - - *

1 A . ' - ) “ ¢ t
_.Counse;.g_‘f Job - o . _ ~

Development .
» ! i -
. ‘ _
T I i Potential Job, - . o
- . ) L » Training , : ’
S . : Referral . c - e
General Description  Control . . ‘ R P

L

.The process of developlng a'job or training oppor tunity
for an individval applicani, when no suitable’ Fpen‘qrder
had been found for that applicant. T

., ) )

. Key Quallty Factprs

-
® :All 1nterv1ewere use employer 1nformatlon sucﬁ“as.

- Job search information in the JIS .

- Order files (both open and closed orders)

- Record of Employer Contacts*

- Work history section of appllcation cards‘

- Newspaper advertisements ‘ e

rhd

1

~ Trade and professional periodicals - : - 8

. ’ .
.~ Specialized directories* as well as telephone ° '
- Job opportunlty studies

- Area skill ‘studies ,
& Each job development contact is carefully noted on a Record

of Employer Contacts Form and on the Application Card.

: ¥ Y
e Job development is used after available openings are

reviewed with the applicant. )

22 #\\
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El N s ! ’ ‘ _
7 ‘ ' |
S Quantitative Measures ) L N
' ' a

", Job Develo ment’ Con } o o |
i tacts '
+ New Applicants + Renewsls e ‘ A
- go: Developiment Contacts - _
laceme 1 - "
_n’isr ag a result of Job Development

L]
. -

¥
- -
. RN
| &
-
rl .., ; J
L]
' . V. h
. . »
.::- .
| ‘ ; .
. -
. _ oIt
. s
* f
. -"‘ H
f \
' .
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ACTIVITY #5¢ Job Information Service (JI§ ) . ' .

b} -

'General Description s " \

D

: & .
. Ld .
Reception  —~—Jp e - = _i} Job Market .
Applicants—-— L. : ' . )
| heteseer | Jis q—p Application Taking -
Interviewer -G—-——- ‘ q-;—p Referral Intervifewing -

r

(JB) ¢ " . [N ‘-"_ ) . (“"Jﬁ'

) ' Labor Market Information (LMI}
T ) . A .‘ ,; R . ‘-\

-

-
n

" The Job Infqrmatlon Service (JIS is that part of a Job Informatlon
DéllVery System (JIDS)  that provides computerized listings

of all jobs available through-the Employment Service, and is
-designed for use on a seleserV1ce basis by jdﬂ?eekers.

Key duallty Factors: _

o Job Bank Lﬂstlngs of open prders are current and. sequenced in

© several-ways. At least one listing is available. The -
following are some recommended sequénces:. - . ‘

- Alpha by occupational title-
.= Alpha by location - : .
- Alpha by occupational title and salary - .

e Listings are easy to read and without abbreviation.-- - .

® In‘-addition to listings of available openings, .there are

materials- -containing jdb search 'leads.

e There are enough dlsplays s0.that aﬁ%llcants have little or-
ndé waiting time. . .
®. “Schools and community agenc1es are encouraged to arrarige - for
receipt of job listings for use at their own facilities.
They are also ericouraged to brindg students and clients for
visits to the JIS fac111ty at thé Locel Office.

® JIS monitors are trained to ascertain whether or not
" applicants requestlng referrals'to openlngs are quallfied
for the openings. R

® There is an attempt to direct ;bplicants who have had
multiple referrals from the JIS without placement ‘to.a
referral interviewer.

-

L 24 | N
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e, o : 4

-
L]

) _?hé ph}sicgl layout is plehgant and conv%fignt:

I'.-.AcCesSibf; '

- Place to st down B g

- Read and write )

-~ Well lighted .

_ &

® Applicagt'is satisfied with JIS facility.
= Would return to use. .
”W;Fougd material %@n&gd.

® Staff is available to answer guestions, .

. & .
¢) Quantitative Unit
.y *
" ® Notirelevant for this activity. .t
d) ‘ Service Percent, - S . ‘
‘Referral Interviews from JIS ‘
n Referral Interviews -
L3 . &
/ . A * .
¢
" i1
. 4
. ¥
AN .
. " . )

FRY
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.a)

b)

Aq‘fIVITY 36: Referral Control .  Job Order faxing '

. T : .l Jeb Developmentl.

. . . u Réferral
) Eeferral Enterviewlng
. . Gmt:ol ‘ - .
v  Coulseling
& A :-“1:
. - Clearance
General Description - : ' . o
It is the process of managlng the number of referrals made
"keeping accurate records and accurate counts of referrals,
In.Job Banks, referral control staff records 1mportant changes
on the contqol do;ument. " . .
Key Quallty Factors , . . *
In Job Bank Areas ' L
b
e The supervﬁbor periodlcally eValuates postlngs for leglblllty :
and accuracy. = 3
& : ’
e When orders are 1n referred status, "one-over" referrals‘are
made for veterans.: o .-
. ) ¢
@ If more than 100 referrale are approved per day, then more
. than one individual works on referral control, and each is
,  respongible for- different sections of open orders.
"l,'zx.

<" @ When referral oontrol staff speaks on the telephone with -

referral interviewers, establlshed procedures and fixed -
dlalogue are used

~*#He period of d alogue 13 no more than o seconds per
. referral. . L i .

: e Forms are used to control changes to job order status.

® The number of telephone lines is sufficient to handle peak
hour-calls to referral control without causing more than
. one out Of ten calls to encounter a busy signal:
g Key changes, (i% e., wages, job address, etc.)- are'récorded
" promptly by referral control and intervjewers ‘who reguest
referrals on these fthanged orders are ‘informéd of the new
s data. o0

L]

e

“




* v
.

e Control érocgdures exist for‘documents gent to data
processing.and received from data processing.

| : L : ‘ .
® Periodic audits of interviewer, numbers (statiorn-desk)
are made for referrals and comparisen is made between the
station and desk of the interviewer making the referral

- and that.on the ES applicant Referral form f&llﬂé dut by
the int?égieﬁerh " ”E. gﬂ

’

- . . P
In»non-ng-Bank Areas: . - .
e When a referral is madé, the referral is posted to the

original order (or the order-holding ‘person is called
to post the refertal).

v * 1

3

c} Quantltatlve Unit S S I

!
.®@ Number of requests for féferrals from 1nterviewers and
countselors.
d) Servicé“?ercent , ‘ﬂ
Job"Referralé_ v .
"ﬁ Referral Requests , - ‘ L%
- 3 \‘ ° ¥
r_$ . R \‘
T > ;A
q ? 4
» & 1+
‘/‘ v § o
- - . i ‘:1 +
¥ . ,/"N b o

- ! N . v
- . .




ACTIVITY #7:

YY)

- a),” General Describtion ' ’,

® The percentage of anverified referrals is less than,

}

f . | .

:I 'Qs L
Referral Result Verifacation/Order Validation
.+ Open Aged

Raferrala ers

Referral -
Regult .
verification/
Orde¥
Validation

. - 4 v Referral der Status
" ' " : Results Chahges

Verification/validation includes both telephone Verification
" of referral results (excegt thosé for which results have
en received with the referral or by "mailer" procedures)
Eﬁd telephone validation of the statusyof aged orders. - _
he verified referral results and the changes in the status .
of ‘aged orders are, entered on appropriately coded forms and
. . passed on to APP to enable maintenance of accurate status
% information on each job order.
Key Quality Factors Vo .

»
- ’

%-.-"

L]

@ ‘Pegsons doing Verification have complete records of the -

employer's job orders and associated referral transactions
Telephone numbers axe readily available.

® Persons doing verification have knowledge of local office
gunctions (for answering questions the employer- may have) .

® Referral verlfication by telephone takes place within 24 hours
of the date of appointment (except where specifically scheduled
+ otherwise to £it the hiring practices or procedures of )
indjividual employers)

e Referrals on mandatory listing orders are verified within

24 hgﬁfs. R

¢ Referral verification by mail is used, forms are returned
within 72 hours.

rl

. Verification staff contact E$ employer representatives and
inform them of significant information concerning contacted

ﬁmployers. 4 . -
;s o
h - -22-

. | . a3 | Lo B )

]




.

Employers are contacted weekly regarding —
- Il
- Aged orders )

- Orders other than in open status.

- Orders containing unverified referrals

Vefification and validation calls to each employer are ‘
coordinated to minimize the number of calls to the employer.
Procedures are in effect and followed for the dissemination
of referral results, order changes and order status changes
from those obtaining such information to those responsiblé

.for the affected ongg or applicant.

- ¢

When part of ‘a Job Bank‘ .
Refeérral verificatioﬁ is performed by staff specifically

trained and assigied tgﬂghis task. Referral interviewers
and counselors verify results of referrals only in
-exceptional cases. '

At the time orders enter into referred status, emp loyers = -
are contacted to.determine if they will actept more referrals.

Quangitative Unit

t

*

¢ Number o}‘results verified aiﬁ/orders yaliaated.i

Service Percgnt

-Verified Percent
+ Validated Orders
Openings Received

hat




ACTIVITY #8: Counseling

—f Referral Control (Job
* Lo Bank only} -

i 4 Job Development
. Counselin . ’
Receptiohr ———P» o I | —> ':I:est:l.ng

(Appointment Only) y j H Referral’ Intex ewing
. ; P Potential Job wraining or
© I . Supportive Services

Wa) General Descr:.ption' )
H T LY
Vocatlonal counseling sefvVices are ‘given to an applicant
when the applicant has a problem that interferes with
placement, training, or supportive service activity.

Vocational counseling includes a11 time spent on the follow1ng
-tasks:

Counseling individuals (including job modlflcation and

job development).

v - Recording interviews. '

- Reviewing and”analyzing”information on counseling cases.

- Interpréting test results. oo a
~ Arranging for and referring to supportive services that
.are necessary to assure implementation of the employability
‘. M,ﬂ”’ development plan.’ .

!aetermine the progress made
their ' planned objectives.

Using follow-up inqu1ries
by counsélees -in achievin

b} Key Quality Factors

® An appllcant requiring several sessions is assigned as case-
load to an individual counselor. . oo

When counselors send the applicant to testing they:

-8

- *nform the applicant of the reasons for testing.

-'Give and explain appropriate booklets to the applicants.’
("Doing Your Best On Aptitude Tests", etc.) »

. 7/ -
e If it is determined during a counseling session that an
\apnllcant is job-ready, the applicant receives referral’
hnterv1ew1ng on the same day. -

® Counselors have a background in education and/orlpsﬁphology
- and have at least the State 8 minimum regquired on~the-job
' trainlng.

a

“24~ -

30




c}

d)

a)

[ The(:ounselor does the fbllow1ng for the applicant )

Develops a statement of the applicant's problem. ’

~

Analyzes the applicdnt's record.

Useés diagnostic instruments such as aptitude tests,
interest inventories, and "worker trait aptitudes"

= BEvaluates and determines the various possible course-of- ‘
action optionsg,. | ‘ )

t= Develops a plan of action. : o
® The counselor has knowledge bf the folloWing. .

- Intra-agency and inter-agency resources and how to apply
them to serve the applicant.

- General laborﬁmarket conditions.

Ld

- Spetifics .of local training opportunities.

e A counseling file separate from the regular application
file is set up for every applicant who has been counseled.

® (Counselors are encouraged. to belong to professional organizations
and read. professional publications.

1]
‘.

™ Individual counseling takes place in a closed room {[or at least

in an area with visual blocking for privacy] ‘between one '
counselor “and one counselee.

& Counsélors keep information files ‘'with up-to-date pamphlets
to give to applicants.

e, CounSeling schedules are .maintained so that applicants have -
~little or no wait. The counseling schedules allcw for
non-scheduled interviews.

® The applicant feels that the counselor has helpsd him in his
-search for a job or training. :

Quantitative Unit

e Number of applicants counseled.

‘ - * -
Service Percent . *

Individualg Counseled . : )
_New Applicants + .Renewals -

Quantitative Measures B 3

.-

Total No. of Counseldn Interviegs .
Total Nb. of Indiv uals Counseled - _ '

L

Cas ap o




b)

 ACTIVITY #9: Testing : ‘ g _ ), _
i+ I . ' 'i ,
: Reception : «¢——P> Counseling
L (Appoi»ntmnt,—% Testing . : _
‘ Only) N . l4—P Referral Interviewing
L {On available space and -
y e : . ' test performed basis) -
k]
a) General”bescripq}on 3-

*Testing includes all time, spent in scheduling,’ administering,

‘monitoring, and scoring tests or work sample exercises,

preparing reports qf test results or unit activity, and .
maintaining related files. 'Also includes time spent advising
ES staff as well as employers on tests, testlng techniques
and related matters.

-Key\Quality Factors

e When applicable; a sign is posted in test areas indicating
that testing is in progress.

® Room is reserved for testing, with’ sgpaqg;e space for desk
tests and for typing tests. i?u

® Testing areas are free from noise Tno‘;elephones) and traffic.

[

e Testing areas are well-lzghted and Wle-ventilated

® Testers receive tralning for tests they have re5pons °ility
for administering. o - )

. o nat . Ay

¢ Test boﬁklets are inspected prior to-each testing session,

‘e Test materlals and manuals, for their admlnistratlon are kept

© up~to~date, test booklets are ¢lean, typewriters and:other
Ltesting eqplpment and accessories are in good condltlon.

Test and instructional materials ‘such as test fbrms, test
-_-booklets, and scorlng keys are stored in a 1ocked roon, file,
gy or cabinet. ;

€5 Tests are adminlstered in 1anguages other than English 1f~ X
M. applicable. \ ‘ . K '

‘.

¥ e AL

¢ At least dnnually, an inventory of restricted test:materiglj ZE{
is_taken. ) .

L

*Pime Distribution System - Code 513

' 321,




c)

d}

e

1

, | . -
Up~to-date research reports on the development of specific

tests (how developed/sample pepulation/grocedures) are
available to staff and to employers on request. ( Equal
Emplboyment Opportunity Commission), Office of Federal
Contract Compliance) '

‘The test administrator explains the purpose of the tes. to
the applicants.

de test is cancelled'once_aﬁ}applicant arrives,

SATB tests are given to the applicant in time for the e
results to be used in sélection for the job for which he
was tested. ’ //

Test .administrators provide individual attention and
continuous proctoring during testing sessions, and time

limits are observed.

InstruqtiOns are' read verbatim ' (including apparatus tests).

Test administrators give general aid to the applicants in
practice sessions, walking around the room to check practice
qpestions (Particularly essential in NATB and BOLT testing.)

A proper maximum ratio of test administrator to examinees is
maintained.

- 1 test’ administrator to 10 examinees for BOLT and GATB
paper and penc11 tests. :

~ 1 test administrator to 6 examinees for NATB tests.

- 1 test administrator to 5 examinees for ap atus tests.

Scoring, conversion of tests. and recording of results are
done twice, preferabfy by two individuals.

(‘.
Test papers are retained for at least 1 year -for applicants
who "are 40 or more but less than 65 years of age. (Federal.
regulation) .

Test recdrd cards - containing test results and date(s) of
test(s) for an applicant are -retained for 3 years. (National

‘office policy)

Quantitative Unit o 3

Number of applicdnts tested.

Service Percent

” ' S 3
Individuals Tested
Total Traffic 33




R \ .
e) Quantitative Measures %
Individuals Tesged ' © .
New Applicants # Renewals - - _ .-
(SVC. to Indiv...¥YTD) . | o , .

Individuals Tested on GATB ‘ ' .
Individuals Counseled : _
(sVvC. to Indiv...YTD) v

gﬁdividuals Tested on SATB
' Individuals Referred i
- (SVC. tO Indiv; .. aYTD‘j ‘

f

I




a)

e

D

" ACTIVITY $10: File/fearch and call-In . - -

hfew‘ or Active Applicante “ S
*  Revised With No Recent . .
Jab

Service ¥ . D

"Referral Subsequent
Interviews Applicant
Interviews

Geéneral DeS%ription

u
t.

Pile gsearch consists. of either locating those applicants who
may be qualified for referral to openings newly listed {(or
revised) with the Employment Service or else locating those
applicants, in the ac¢tive file for whom no recent service has
been performed In both cases, the applicant cards are
reviewed to determine work experience, training, intefests,

and needs. . . . .

Kevauality'Factorg

% . -
e The file of active registration card id reviiewed at v
* least once each month; the cards forainactiv applications

- are removed.

e File search on behalf of new or revised openings.

- Veterans applications are gearched first.

- Telephone is used to contact the applicant.,

. number, the caller a mpts to obtain -an alternate
- phone .number (s) wherérthe applicant can be reached,
and then follows thrdggh and calls the dther number. .
., = If the app11cant cannot be reached by telephone, an
- attempt is made to reach<him .through the mail,
C - 1f telegram or mail is used to contact the applicant,
a form letter is sent stressing that the aprlicant is
belng considered for referral.to a specific job and

- .If applicant cannot“bghreached at the first telephone

; should promptly contact th€ local office.

- Direct telephone referrals are made, when applicable,
as a policy of the office.’ Multi-referrals are made
for professional, service, and industrial dpenings.

-29- 35 g .
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c)

d)

Ll

-

- Call-in contacts aré made after business hours when the
applicant. cannot be reached durlng the day.’

L

-

e File seaﬁch on behalf of appllcants who_have not received
service. =

LI Y

- Bach interviewer is responsibl2 for a portion of the
\§;tiye file.

+

TRe file iis searched at least twice monthly. <
L]

= Those appllcants who have not received service during
the previous 30 days are mailed a, form letter requeésting
an update of their employment status and/or interests. -
fuoy
~ Those applicants who do notgrespond_within 3 days of
. such mailings are contacted by telephone. )

& "The appllcant's response or lack of response is posted on

the appllcatlon card or fefenral record.

@ File search and call-in activities are coordinated and
- scheduled so that application cards are absent from the

file for as brief a period as possible. \

Quantitative Unit

]

® Number of telephone calls made (call 1n\attempts) X b
plus number of. letters sent w
plus number of telegrams sent

Service Percent

Call-In Attempts
No. of Individuals in Active File . . . - -"  ".~¢

36
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ACTIVITY §11: _ Order Taking

L T ’ . Interviewer .

. <G— 'ESR/ERR )
e Order ¥ .Job Order Forms to
~ Taking ADP (Job Bank Only
. _f -=-~P File Search
\'_ ’ ' < : ' Index--Ref. Ctl. (Job Bank Only)
Ny

»

. . : Y
a) General 'Description l '

Employer Job Orders are recorded on standard forms by the’
- order ,taker. Most job orders will be received by telephone
and the informgtion required for a complete and accurate
description of the openirig will be obtained by the order
-taker during a brief telephone interchange with the employer.
* (In some cases employers will keep blank job order forms and
mail complete copies when they wish to see applicants.)
Other employers\may visit the Employjent Service Local Office
and describe their needs directly to the order taker. A
complete, legible, and accurate description of each job
order is the objectlve of this activity.

b)e Key Quality Factors ‘ ' ' ' .
° Job orders truly reflect employers' occupational needs

and requirements with full information on job descriptlon,
compensatlon, hours, etc.

. ® Job orders are legible, detalled {free~-flow area), accurate,

and complete.. .
® Order takers have knowledge of Local Office functions.
{For ahswerlng questions .the employer may have.)

e Master orders or equivalent (Employer Order History Book
and Employer Order History Index by Occupation) are
readily available and current.

e Phone numbers for order taking are readily available
and employers have no trouble completing calls.

1 L

. |
""® There are written guidelines for order taking. x(Especially
- for u51ng the free~flow area. ) - !

. o
- - @ There is a wrltten and well- undergﬁbod procedure for
dealing with: job orders that contain discriminatory or .
unnecessary qualifications, and job order takers advise A\
employers of the minimum.wage, EEOC requirements, and
prevailing salary lévels for openings they seek to fill.

-31- . ™~
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c)

d)

-

The person taking the order is trained to:

- lead the employer through the 3ob order form, SO
tspnscrlptlon from rough notes to the finished form

is usually unnecessary. .

*

- pass on significhnt information, requests, and
complaints from employers to the employer representative.

~ advise employers of unrealrstic or unreasonable job

" requirements they may have specified.

- inguire if employers may be wiIiing to accept trarnees
for an opening.

Control procedures exist to prevent ioss of orders.

Order taking is not performed by those performing referral
interviewing. (Inapplicable for some very small:LO's).

When part of a Job Bank_ .

Quantitative Unit

Orders are submrtted to data processing by close of .
business each day. -

Review the job order in Job Bank for errors ﬁhen i¢
first appears. ,

Number of “reguiar" job orders. - -

Number of "short-order form" job orders taken (e.qg.,
domestrc ‘day work or casual labor job orders).

Service Percent

Openings Received
tal Employment in the Labor Area

38 o .
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Employer i - )
Segviges fs—s 9 Job Order Taking

n

a). General Description -
Employer services and employer relations develop and maintain
contacts with employeré, employer organizations and unions.
Pergonal, telephone, or mail contacts are used th develop job
opportunities for all applicant groups or to promote accept-. '
ance of or parpicipatibn in special manpower programs. .
Canvassing of employers for job ordefs %; performed. :

¥ . , Lo . ,
Employer technical serwvices provides’hdvice or .assistance
to the employer, community and other government agencie ‘
in, the identification, alleviation, or resolution of manpower
problems in wark force selection, development, utilization, R
and, stabilization. - Employer services also provides assistance ; - .
on hiring policies; job specifications and related materialsgzy *%§§% ¢

"~ job apalyses, job restructuring and upgrading studies; 'ggga T

identification @¢f training and testing needs; laboi markew ™ .
infermation; and interpretation of manpower technical - e
services. Employers in the area are aware of their repre-
sentative for cqntact purposes. : ' ;

L 1
x
'

" b) Key Quality Factors : ;

e Employer representatives are assigned épeqifi& gmployeré.
¢ Employer vigit information is written up immediately after

the visit in complete detail and made available for debriefing
sessions without delay. ‘ : .

- ® Employer represgntatives brief supervisors on current
- req@irements and problems found on visits to employers, and

s share employer information with job order takers and result

. % verification staff members. Other staff, such as interviewers,
W are informed via debriefing sessions after vigits, issuance
NS of weekly staff bulletins, maintenance of bulletin boards,

P etc. throughout the area covered.

e A current overall plan of action exists for the employer
contact program which defin€s the approach and techniques
to be usgd and numbers of employers to be reached. .-

'] - » - ’

. .. 39
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- -

@ For each sizable employer,. there is an 1nd1viduaIizéd file

with a&equatefrnformatron and a plan based on resources -
available to this facrlrty, needs of the particular employer,
etc.

A -

e A comprehensive and current tickler file for scheduling
visits exists, and employers are contacted regularily.
Vigits are scheduled so that there is adequate lead-time

_between the scheduling of one visit and the actual visit
date itse f. ‘ .

® Illegal discrrminatory or problem-causrng employer practices
and special needs of employers are 1dentif1ed

® Steps are taken to insure that all covered Federal
,contractoﬂs regularly list all openings with the ES.

o Where Job Bank exrsts,'reports such*qs the followeng are =
used: .

o o '

- Closed Order Summary ’ . . ©
Order Verification ..~ ‘
Applicant Hirrng Patterns
. Appllcant CharacteriStics and Referral Results Analysis

- Employer Order History Book : . v

[

11

1

o

-

Employer Order Hrstory Index by Ocoupation

e Current comprehensrve employer informatron is avariable.
(This includes master files for active and 1nact1ve employers
indexed by employer name. )

® A program to,eénvass employers for job openings 1s currently

and actively part of the. oVerall program r-

’ ST
° Employer representatrves prepare for each employer vrsit by
reading the employerrs file, consulting appropriaté Job Bank

reports, etc.
1S 4

® Referral 1nterv1ewers and order ‘takers have access to and

"use employer representatives' employer files. .
i ! L]

e During the past yeér, new.steps have been taken, -or
innovative approaches intreduced to attract new accouits
or to get current usérs to submit additional job orders’
that cover g fuller range of the occupations in'which ’
they provid employment.

v -

e Currént publications and _economic data,are available 'to the
employer representatives “for reseerch to ard theift employer
contact efforts:‘ \

‘ n . -
Les ‘4_;0
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c)

Q)

'Serv1ce Percent

-® Employers receive printed materials from Es'indicati

n
what information they need to list openlngs. : ‘?

e Employers contact their employer representatives with
'relative ease.

‘® The employer representatlve who - regularlyucontacts an °

employer helps to-resolve employment problems r problsn
"the employer may have with the.ES and also helps to
1mprove the servicés provided -the employer by the ES.

. Employer representatives emphasize in theixr visits to

employ%rs the priority programs of interviewers..

QUantitative umit ‘ o

®, Number of employers contacted (problem + regular)

/s

ESR Problem Contacts, | Co]
ESR Problem + Regular Cdntacts

-

' ’ ' “ . . \ N
! . -}5? R ! :
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* e " ACTIVITY $#13: Community Services . , o :

1

& — . ’
. ) . Communit 4+— Services :

a) General Description

o O

Community services 1nc1ude the following component
activitiea. ] . . .

- . 4

19
’ _ V- Stlmulatlng communlty actions toward solving manpower
problems which hinder maximum development and use of
human resources. ) .

- Asoistlng in industrial and economic development of - .
communities. . . . .

o o ~ Establishing a continuing and developmental working ' :
.- relationship with community action groups,. Job Corps, i
= .. educational inspitutions, vocational rehabilitation, ,

. and bther community agencies or groups.

- Presgénting. informatlonpor propoaing manpower actions
to employer, union, educational or governmental bodies, °
. or other groups (1nc1ud1ng time devoted ho developing
F ~  manpower training proposals),

. . - Pafticipating in local civic functions, organizations,
" and clubs to promote the policies and objectives of
the Emploxment Service within the community. '

3

- Disseminating of labor and economic information by radio, - ',
telﬂYlslon, mail, or in person to individuals or grioups )
within a commu%éty on matters regarding the Employment
Service. S -

- - "

b)- Key Quality Factore . * \z/,— 0
- ’ [ Regulat rad%o and television agﬁouncementa and bulletins. -
® Regular newspaper:advertisements; ’ , - <
. e Labor apd economic information mailings. ‘

— E:; * Personal presentationa to groups, of ES programs and
. labor. and economic lnformatlon; ) ) s

: A A

- ® ES representation on the local Manpower Council.

) e. Trainfng government, social agencY and community agency
! pers in ES programs and operations. .

JRETE Ll
e T

® Recelving and acceptlng speaking requests from the community,_J
and holdlng membership in community organi.zations. ' '

o

o
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<)

d)

f_ - 3

o A working relationship exists with local ﬁnions.

# 1A file of puBlic relations material-usafui in answering

community questions about-the Employment Service is
maintained current.

Quantitative Unit o
Not relevant for this activity. ' &
Service Percent

Not relevant for this'activity. _ -




B. Input standards fgr COmponent‘Act;vities of the
.} Placement Process

The table on the follow:.ng page is an example of how input
standards for -a certain type of area will be displayed. . ‘
After the larger &urvey, a table such as thls will be :

developed for each type of area. ¢

4

=
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INPUT STANDARDS FOR COMPONENT ACTIVITIES OF THE PLACEMENT PROCESS o © e F: .
- Y N . ' R . ’ .
TYPE** Standards ' ' ’
: A L Table IV-2, Example of Quantitative. Input Standards - - .-
L - . L. / R . R -
. i
o - | ¢ .
Unit Costs Resource Use Quantitative « |
) Minutes per Percent of - Service Measures of T
hetivity Unit Ouality -| Total Resource Percents ' | Component Activity
. hveraae 3.0 4.5 *5.0 . . " a
- RE  Rersption - Panoe* 1.0 0.5 1.0 -
- . © Awvarage ! 11.5 0.2 44 0,025 £ ®
hq- hpolication Taking - Range* 1.5 1.6 10 ﬂ’ﬁ . 010 - .
- - . Average 36.3 2:1 4.5 JLEE '
2 Counselling hanga® 4.0 1.5 10 = 0.5 .- . .
nzvage 12,1 2.5 7.0 . ]90,007/0.15 f0.050 ey
TE  Testing . °  PRanget 1.0 0.5 K] 0.00Y 0.05/ 0.095 . Lol
< | Avorage . 10.1 3.8 60 i B0/ 4 : L
kai Refvrral’ Intervieivng  Ranoe* 2.0 1.0 15 Q.0 6.5 . o :
|'_‘ ] ] Average 5.3 . 7.1 * 56.0 . ty
FC File SearchsCall-In Fanpgoe® 1.1 1.2 20 R
& " Rveraad 18 LS 15 ,
i \'0 JI  Joh Information Service Panqo* 0.5 0.7. . 3 -
o . Average 3.4 "L.2 1. -
QT Order Taking Ranna* 2.0 0.7 . o,
N Avorage. 9.3 4,3 .18 \
Ia¢_Poferral Céntral Pane 0.5 0.5 40 B
Rverofe 1.7 2.0 385 =
verification/Validation Raau:* 0,2 0.2 70
: o Avoeraga 103.2 6.2 230
LES Exnloyer Service ' range® . - 30.0 1,0 S . .
Averige . . ' ’ 4.9
5 Community Service Pange* NA 2.0 - HA
- Avarage 5,9 s 2.7 50.0 - 0.2 0,50
D Job Development Rango® 1.0 1.0 10} : ~-%0,08 0,05 .
*Range is equal to the average plus or minus one stapdard Jdcviation., . ——— B
*+ See tahle on pgge ______ for listing of Types—by SMSA's, . i
- . .j.'f —— .
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. ' Chapter v

oy

METHODS FOR MEASURING ACTIVITIES IN THE LOCAL OFFICE"
- o y
Discussion of Methods

7
This chapter_ will‘hetail the metho&s and procedures tc
medsure the activities -in the local office, regardless
.0f local office typed In Chapter®IV each activity is
described, then broken down into Key quality fagtors and
into quantitative units. In.this{chapter, methods to
accomplish the following will be described- , -

]
1
]

=~ a) Measurement of the gualitz pf an ac?ivity, using
key quality factors, . 4

b} Determination of the cost of each activity, using
activity level and time.

- Activ1ty level will be measured in quantitative units,

=~ Activity time will be measured in minutes.
After these measurements have been made, the local office
will be. ready to.compare its performance with the. performance
staridards for each' activity, and will be able to answer the
following questions: ) .

i . ) - ;;.".'T'g"‘
~ Is this local office performing each activity -

adequately?

_ ‘ . A
- 1In this local Jffice, does it cost too much to gl

perform eaeh activity adequately?-

The general philosophy to be followed in the/éollection of
data.for these measurements is: , _ Y

- Use data from existing ES systems when pos51b1e. >

. = Collect data from local office staﬁf from recipients
of ES services, and from selected empldYers using the
ES. Keep the collection werkload at a minimum for
local office staff,

. - FKeep costs of measurement as low as possible‘ the
computer will not.be used for measuring or evaluating
in the local office and existing automated systems
will not be affected by these methods of measurement,

o .
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Measures of guality, guantity and time will be derived from
combinatlons of data sources:

a) © ty - guestionnaires for local office staff, for
recipients of ES services, and for selected employers
using ES.

b) Quantity - forms for local office staff, for
recipients of ES services.

c) Time - time ladders for local office staff. J
Data w111 be collected duxing one 5-day work week in the
local office.” It is suggested that .measurements be taken
at least twice during the year and preferably at guarterly
intervals. The following is a chart outlining the data
collection. ' . '

B. Procedures and Forms for the Survey Week .

l. Overview
a. General

The object of- this section of the Handbook is to enable
local personnel to conduct a one-week survey of ES local
activity. The procedures ahd forms are designed t¢ be
applied .at the local level by local personnel without
requiring special outside assistance. quever, when a.
’ particular local situation or circumstancgiappears to
present a problem, state office or region&iwfflce.
specialists who have had prior experience- zith the
execution of the survey week can provide ¢ ﬁable
‘assistance in owvercoming an obstacle.

- Tg}éxggction (B) describes the specific préparations,
procedures, and forms required for the survey.

This performance standards survey is ‘initially being
used to get a statistically significant sample of data
on the conduct of local office activities so that X
accurate standards can be established for each of the
"local office types or classes. Once standards are
‘established, the samé, survey can be used as a diagnostic
- ’ © tool, a110w1ng a local office to compare itself against
standards. This will provide clues for. diagnosing the
causes of poor performance and aid in developing plans
for corrective action.

N
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all of the activities.

N . b.,‘

The local office which carries out a survey of its own
operations as ,part of the program of initially establish-
ing perforimance standards can also use those survey
results to review and analyze 1ts own operation.

H

b. Local Office and Central Office Activities

Although performance standards can be applied to e
local office, there are some activities, significaptly
affecting local office operatlon, that may be carr ed
out at a central office.

For example,” in an area serviced by a Job Bank, jo
order taking, referral control, referral result
verification, and job order status validation woul
all be centralized. Another example of centraldized
activity occurs when employer service and testing
activities are handled for a small local office at
central office location. In these cases, some survey
activity in the central office is required to cover

Personnel Involved, Their Roles and-Rasponsibilitie%

a. Local Qffice Manager .
These are the functions and responsibilities of the
local office managers:

i. Confirm the time chosen as a time of
representative activity.

'ii. Select the survey week codrdinator.

iii. Complete Local Office Manager Pre-Test Form,
which is the most comprehensive of the staff
‘Survey pre-test forms.

iv. Support the survey week coordinator with the
necesgsary resources and authority. P

[,

i
v.' Explain the importance and wutility of the sufvey
.to the supervisors and staff. |

vi. Participate in the analysis and 1nterpretati?n
of the survey results. .

*
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o,

' "
b. Survey Week Coordinator
-

-

One individual should have responsibility for coordinating

all of the survey activities.

xperienced staff

member (frequently the assistant ldcal-office manager)

Lan £ill this role.
) respon51bilitles will 1nc1ude the following tasks:

i,

ii.

iii.

iv,

vi.

vii.

viii.

The coordinator's duties’ and

Review this Haqdbook, with particular care: for

all of the Chapter V forms, charts, and procedures.

Oversee the orientation by each supervisor .of
his or her staff on the study week objectives
and purpose, and introduce the staff and
applicant questionnaires.

Oversee the instructiop'by each supervisor of
his or her staff in the use of time ladders.

Arrange for a day of dry-run usage of the time
1aners. .
Assuré“daily distribution and collection of
time ladders, with suitable controls to see

. that complete sets of filled-out forms are’

adquired, even fonqthose who are absent.
/

Oversee distribution of the proper gquantities
of applicant forms at proper places during the
study week, and collection of the forms. (See
Applicant Form Diaxribufion Chart.)

Do a spot check review of the time ladders to
insure that the staff has an accurate under-
standing of them. This is particularly important,
for the dry-run day and for the first day or two
of the study week.

Assure proper distribution and collection of the
staff questionnaires. Assist each supervisor in
determining who should receive which forms,
establish a control list, and monitor receipt of
all staff pre-test forms. Also spot-check these
forms to be sure that the questions are understood»

Arrange distribution of employer questionnaires.
Devise some satisfactory random selection means
for picking current employers. {(See Section Se

. for a sample letter to employers.)




%

A

X. When using the Handbook as a self-evaluation cm\
tool, the coordinator must supervise the work
of tallying, computing, and converti%g the
information collected during the survey

Procedures and forms for presenting the data o

at each stage in this process are described in
- Chapter V of this Handbook.

Note that' the coordinator (or a central office
alternate) must also varry out some of ‘these
tasks in the central office s0 that central
. office supervisors and staff receive adequate
orientation, monitoring and advice on their
survey week tasks and responsibilities.

c. Supervisors . 3 |
hY
Each' supervisor should orient staff members on the use
of the time ladders and gquestionnaires. This should
be done as soon as possible after his or her own "%
orientation by the survey week coordinator. This
orientation should include the following:

'i.f Survey week objectives and purpose. g%%
# . R

. ii. “Time ladder usage.

L

iii. staff pre-test form allocation and responses.

iv. Applicant form distribution and usage. (only -2
for supervisors of referral 1nterV1ewing, Ta
counseling, testing, and JIS).

-
el

During the survey week, supervisors should 5pot-check
to be sure no misunderstandings are causing errors.

_ - ”~
d. Staff Members ’ . . .

Each staff mémber mists: ..

i. Fill out time ladders for each day of the survey

: week. This must include all staff members. Any
person filling out thé standard time distribution
form must also £ill out a time ladder for each
day of the survey week.

ii. Fill out staff pre-~test forms. The cocordinator
determines who fills out what pre-test forms. - 4

iii. Encourage applicants to answer the applicant forms
and answer questions for applicants concerning the
applicant forms.

50
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3.

) .t & ‘ .
Schedule ° . , R ' 3>

a. Plannlng and Preparing for the Survey
i.. Sefect survey week coordlnétor.

ii. . The coordipator studies the Handbook for - ck-
_ ground matekdal and for the detail of the -
. survey week ocedures {especially time ladder
usage) which mast be presented to the supervisors.

“iii. The coordinatbr.verifles that the period of time

I chosen for the survey is not a period of unusual
activityo(This insures a true picture of the
operation:) .

iv. The coordinator stedules orientation of
supervisors {local and central offices), -
orientation by supervisors of 'staff, and

. the "dry-run day" ¢f time ladder trial usage.

v; 'The coordinator meets with the supervisors in g
appropriate groups to do the following: .

(1) Briefly review the overall proiect ﬁdrpose
# and the immediate purposg of this study week.

{2) ‘Distribute the .time ladder guide to each
supervisor. Concentrate on the time : C.
ladders. Review the guide to-usage of time

. ladders, the samples of its use,. and review

. its use by activities supervised by the
particular group of supervisors.

I {3} Introduce the questionnaires.and ask them
ﬁ' - to scan the forms for obvious problems. ,‘

{4) Look for, review, and resolve any problems
in the usage of the time ladders ang
questionnaires in this LO and for these
activitles.

er

(5) 1Indicate how they.can comtact the coordinator :
on any problems with thejquestionnaire forms,
the time ladders, or any procedural or
logistical prodblems. | )
S
vi. The supervisors, working with the coordinator
as nedessary .and appropriate, conduct staff -
orientations, and make working arrangements as
follows: -~ . -




\ - .
(1) Time Ladder Usage

() Explain that a time ladder is needed
for each person (whether that person .
is present or not). .

{b) Review the time ladder guide. *
(c) Review the samples.

' (d) ' Hand out and review éamples specifically
relevant to the activities engaged in
‘ by those-working under this superV1so:. =
! -
{e) Establish a means.for handling 1ater
oquestions -{direct them to the coordinator).

‘(2) Staff Questionnaires

{(a) The coordinator, working with each
supervisor, determines which of the
activities his or her staff participates
in. This determines how staff activity

' ) questionnaires are distributed to the
5 staff members reporting to each supervisor.
At this time, and workihg with a staff .

& , roster or a chart derived from it, the

coordinator can establish a check list
indicating the exact distribution of
qguestionnaires to staff members. This
then provides a control, when guestion-
naires are being collected, to assure

o that all guestionnaires-¥re returned.

{b) Distribute and review the questlon-

Ed

naires.
\ . {c) Set a date for collection {(preferably
. - Wednesday of the, survey week).
oo ) . {d}: 1Indicate how problemé with the g .
- Lo ) ) guestions should be passed on to =
. P the coordinator. -
" ". . r H ?_‘ .
* (3) Applicant Forms kel
* ' , .The‘ccor&inator énd appropriate supervisors
I & {counseling; testing, JIS,-and re rrdl .
- M inferviewing) must .arrange with théir staffs s

for dissemination and collection of




L

appl cant forms. .Note and, review the dis-
tribution chart (in part 54 below) describ-
ing quantities to be distrlbuted during |
each-day of the study week at each of the
four locations. :

- -

vii. The dry-run trial of- the time ladders is Lol

ducted, preferably the Wednesday or Thursday

before the survey week, so the coordinator
can resolve .any problems before the survey
week begins on Monday.

b, Survey Wbek Task5<

i. Time Ladders

(1)

(2)

(3)

(4)

(5)

(1)

(2)

The staff member enters the time duration
and quantitative result of each activity

. period puring the course of each work day.

At .the end of each day, each staff member

‘uses .the time ladder tally (Form F) to

total the time and quantitative results
for.=@ach of his or her activities during
that day.

The coordinator is responsible to see,that.
the time ladders are collected at the end
of the day and/or-at the start of” the next
day. .

The coordinator reviews them, especially on
Tuesday morning, for early reporting of
problem areas or migunderstandings, so that
prompt corrective action can be tayen. -
Using a staff roster or a chart derived
from it, the coordinator verifies that a
complete set: of daily time ladders has

been collected each day.

ii. Staff Questionnaires

These should have been distributed during \
the previous week. -

A colhlection date of no later than Wednesday
eveni should have been established to
allow for checking and follow-up on .Thursday’
or Friday.
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a.iii. Applicant 6uestionnaires
{1} Each day more forms are distributed in
. accordance with the distrlbutlon chart.
(See Sectlon 5d below).

]

(2) Applicants are encouraged to £ill ou:t.

- the forms. . «
(3) The forms are collected Each‘day by the
¢ - coordinator. '
. ﬁ&- .
iv. Employer Questionnaires , "

-The coordinator and LO manager (or central office
manager, if appropriate} fmay work out a.reasonable
- random selection means f picking a total of
. 25 employers to whom the uestionnaire mailing
will be directed.

It is suggésted'that each day of the study week
the employer questionnaiges be sent to five of
the employers submitting new orders that day.
Each mailing to.an employer should include a
cover letter (for suggested sample, see Section S5e |
below), the questionnaire itself, and a copy of .
a job order input form the last job order

received from that employer. The mailing Should
also include a stamped envelope addressed to the
coordinatbr. . .

<. Post=Survey Week Tasks . v

Pack and mail all - survey'week forms to the organization
doing the data tahu;atlon} calculations, and analysis
for establlshlng performance standards.

I1f the local office wishes to perform a self-evaluatlon
as a by-product operation from this -standard-establishing
survey week, it may request tabulated results for its

own ana1y31s and 1nterpretatlon.

After standards have been established, the local office
carrying out a self-evaluation will do its own tallying,
tabulation, analysis, and.interpretation'

These tasks will be detailed in. Chapter Vv on. survey
week analysis.

b
L]

+
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Data-.-Collection Forms &

- This section containsmeaék of th;\data-collectioh forms

and related tally forms.

The following Table of Data Collection Instruments ig
<A overview.of all .

'
s

.

e forms in this section.
\ -

-
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. N TABLE OF ‘DATA COLLECTION INSTRUMENTS
] . . o I 4?‘ 3
FORM TITLE - WHO FILLS IN WHAT IS MEASURED WHEN NOTE
A Daily Work Time and Quantity 'ES Staff Quantity Units and{ Daily '
\ N Worktime-of AIl
Jy/ﬁ . ' . Activities ; 5
A~-1l Tally sheet ~ For Daily Work ES Staff | Daily Tallies of Daily , :
- Time and Quantity |~ Activity Times apd ¥ . .
. Quantities for y
each Activity - . ¢
< il = — = gy W
{B) | Es Staff Pre—Test FOIms ES Staff Quality of All l1-time
T fors R Activities
B-1 Reception \
B~2 | Application Taking -
B=3 ' | Referral Interviewing - )
B-4 Job Development ' _, .
B~5 | JIS
B-6 ' | Referral Control e .
B=7 Verlficatlon/Validation ° .
B-8 Counseling . -
B~-9 Testing L -
B~10 | File Search/Call-In P e ' ¢ :
B-11 i Order Taking'- o,
B-12 hEmployer Services o
B-13 | Community Serviceé\ ‘
C LO Manager Pre—Test\Fonm: 1O Manager Quality of All l1-time
A. Offjgce Statistics ‘ Activities
I.\ Reception y
II. ® Application ®aking -,
III. Referral Interviewing
IV. Job Development
V. JIS ‘
VI. Referral/Control . )
VII. Verific tionfvalidation
VIII. Counseling, ' & e
IX. Testing \ . &
. TS R o

X. PFile Search/Call-In

XI. Ordex Taking:
XII. Enmployer Services
XIII.

‘Community Services

b Y L




*

TABLE OF DATA COLLECTION INSTRUMENTS

1 - I
FORM TITLE WHO FILLS IN WHAT IS MEASURED WHEN _INOTE
(D) Aﬁelicant‘%rewTest Forms Applicants ~Quality of Selecteﬂ all day,|-
for: Actlvities Jxeach day
D-1 | Reception, Application Taking, * . Pick up on
Referral Interviewigg ’ Interviewér's
[Desk
D~-2 Counseling, Testinéq ) |Pick up at
. - . Counseling .
or Testing
<
D=3 JIS- JPick up at JIS
E. Employer Pre-Test Form: Sample of Quality of Order letime Eend to
. I. Order Taking ' Employers Taking and Employer| mployers with
II. Employer Service Service letter
&-
iy -
.? o i .
. - : .
. ¥
i{”&'
a
P i
" : 3 ;
Bane 9 af

JI.
1
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a. FORM A: DAILY

" Who Fills In:

When:

WORK TIME AND QUANTITY (Time Ladder)

- Description in Brief -

Any local office staff member who f£ills in
time distribution sheets. Forms-must be
filled in for absent staff members by their
supervggpxs. . . .

All ceéntral office staff members who £ill in
Eime distribution sheets, must fill out these
orms.

During every one of the five survey days,
whenever a period of activity has been

" .completed, so that, at the end of the day,

Measures:

Notes

-

the total working day period is accurately
accounted for on the time ladder.

Time spent on each activity and any quanti-
tgtive results of the activity.

s

The form carries a list of 15 placement~-related

activity codes with the corresponding two~
character  codes used to designate the activity
periods on the time l1adder.

The form also carrles a.1lst of eleven codes for

activities not directly connected with place-
ment activities.
“

5 8 I 4

v




LOCALé::’C;q NAME

DAILY WORK TIME AND QUANTITY
. N

DATE__ /' / . FORM A (5/75)

NAME TITLE
ACTIVITY KEY - {last name Brst)
ACTIVITY CODE NO, OF ACTIVITY CODE NQ, OF ACTIVITY LODE
CETA ' XC
oIy SR e Na | oomTANe O whaden | PG TYMNG cmCAL swTOBOAW  Xr
COUNSELING €O applicants RECEPTICN RE_ applcants . KEY PUNCH I8 AND MODS DATA ) XK
EMPLOYER SERVICE - AEGULAR ER ESR comtaets REFERRAL CONTROL RC referral requents LONCH Xt
EMPLOYER SERVICE = PROBLEM EFE ﬁﬁ::n::: oo m; ":'feo:% manon g ::1:;?; . MEETINGS, TRAINING, ETC, ™
;rnuz m&mm :N “PP"? 4 . ﬁnnwmou, MANAGEMENT,, szy-u? sm ;g
- £ -
108 DEVELOPMEY [ ]g, i - ‘ VACATION, AXNUAL IEAVE, SICK, FERSONAL - XV
T ALL ELSE . x|
. . - -
Time of ’ , ACTIVITY § Activiey] | Time of ACTIITY ‘ facttviey] I | ITime of ACTIVITY Acevity
. Day Coda No, of Time Day . Coda No, of Time Day Coda No, of Thoe
8:Q01 — 1l:0084— - 2:004— ‘ |
lo¢ 1 10} 1 10t +
20% ° 20t ’ ¥ 20 . | 1
é 30f 30t - 30 )
' 40¢ + Py T 40¢ +
sot 1 1 sof 4 . 50¢ '3
9:00{— - 12:004= - 3:004~ ) —+
10¢ .- < 1o0% ﬁ - 194 - J
20¢ 4 204 20¢ +
30t 1 30t 30} - 4 :
404 4 40} T4 40¢. ’ 1
'50¢ -4 504 1 50¢ . 1
10:004~ 4 1:004— N ~ 4:004- -t
1o 4 10t . ] % 104 . 1
20¢ 3.7 20% P - + 20¢ : ]
30} N 30} - 30} o
, 40r T+ 40t " T 40¢ +
50t 50} Tt . sot {
11: 00— - N 2:001— -‘ 5:00f— -t |
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Section A

'Section B

’

Section C

Sggtion D

b

Section E..

s
TIME LADDER GUIDE

...Geperal Instructions for completioﬁ of Time Ladders

@
.«.Activity Definitions for the Completion,of Timﬁ!
Sheets :

.«:.8et of 9 Sample Time Ladders with Annotations

...Time Distribution Codes Corresponding te\Performance

-

-§tandards Activties :

r
¥

* - -
+..Usé of the Time Ladder Daily Tally Sheet (Form, A-1)

[
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Section A

GENERAL INSTRUCTIONS FOR COMPLETION OF TIME LADDER .
!

When completing youf time ladder, p;éase £ill iﬁ the fdllowing
items: ' s

\:,.
° Local Office Name - please fill in full name . _

.e Name of ES Staff Member {(last name first)
e Job Title ¢
. ' Date e |
e Activity "Codes" throughout full day
. Activity "number of" {(Quantity of Activities)
e Time Lines to indiéate the end of each activity
When time spént on an activity is before 8 a.m. or after § p.R.,

‘write a note on form, "See other side", and mecord activity and
time on other side of form. a

]
~

Activity should- be reported by whoever performs the tasks. For
example, in sbme offices, employer service work is performed by
interviewers who are responsible for emplpyer accounts, and who

will record this work on their time sheet
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Section B

- -
, L]

' . r
ACTIVITY DEFINITIONS ¥

e,

FOR THE COMPLETION OF TIME SHEETS

]




ACTYIVITY CODE

RY

/ .

ACTIVITY DEFINITIONS FOR THE COMPLETION OF TIME SHEEETS

ENTER CODE IF TIME IS SPENT

COUNT THE
NUMBER OF:

" Application Taking AT

@

DOING THE FOLLOWING OR SIMILAR ACTIVITIES:

Ccmpleting an application’ for the
applicant (or assisting an applicant in
the completion of an application).

Reviewing the data on an application for .

completeness and accuracy

Reviewing the applicant's work hiabcryifv
and assigning a DOT(s).

Applidhcicns

-taken -

-LS-

© Stimulating community actions toward

solving manpower problems which hinder
maximum development and use of human
resources,

Asaisticg in industrial and econdmic
development of copmunities.

Establishing a continuing and evolving
working relationship with community-
actibn groups, Job Corps, educational

sinstitutions, vocational rehabilitation
agencies, and cther community agencies
or groups.

Presenting information to or prcposing
manpower actions to employer, union,
efucational or governmental bodies, or
other groups (includes time devoted to
developing manpower training proposals}).

Participating in local civic functions,
organizations, and clubs to promote the
policies and objectives of the Employment
Service within the community.

Disseminating labor and economic informa-
tion by radio, television, mdil, or in -
person to ‘individuals or groups within &
community on matters regarding the
Employment Sexvice.

-~

_ {Not Applicable)




ACTIVI\TY 6_\/,

#

*

ACTIVITY DEFINIT;ONSIFOR THE COMPLETION™OF TIME SHEETS

ENTER CODE IF TIME 1S SPENT COUNT THE . )
CODE DOING THE FOLLOWING OR SIMILAR BCTIVITIES NUMBER OF: COMMENTS N B *.
Counseling ) co 0 Vocational counseling of individuals . Applicénts © If the counselor gives an .
or groups scounseled —_ applicant counseling, followed
o Recording counseling interviews and (mark onlyi N by referral intgrvé:wigg, gged
- maintaining files on applicants counseled ones per vis ¢, followed by RI ghould ¢ :
. @therwise ‘'RY)?* as two separate activities.
- ) ° S?Vizzigg az:s::alyzing inﬁormatf?n on ® If the counselor giﬁes an
T @an ? - . applicant counseling, followed
® Interpreting test results by Jjob development, CO followed
Arranging for and referring to supportive Zngzagzozigi::tizged as two
. se:viqes that are necegsary to assure '
) o - jmpleméntation of the employability
P ey - development plan. -
® Using follow-up inquiries to determine the
’ progress made by counselees in achieving
) _their planned objectives.
Employer Service ER o Developing and maihtaining contacts with Routine e Ve are intérested in-distihguish
or employers, employer organizations and contacts or , ing between contacts primarily
EP unions. . visits (ER)® concerned with problems and
a DN . o Making in-person, telephoné, or mail and, contacts focused upon promoting .
‘ contacts to develop job opportunitxes. separately, the ES. When marking Time A
_problem Ladders indicate which Type of ,
@ Proz;g%ng acceptance of or part;cxpation cohticts or Contact was made by coding ER
® in dal manpower programs. v;si?s {EP) ' for routine contacts and EP for
) Adviaing or assisting employers, community conta?ts conoe;ned with problemﬁ\
agencies, and other government agencies in
‘work force selection, hiring policies, etec. o
- @ Maintainiﬁg employer files.

*See attached samﬁle




H

1
File Search/
Call=-In

G9

ACTIVITY

~6§f

. * L4
. . . - t

FCTIVITY DEFINITIONS FOR THE COMPLETION OF TIME SHEETS

1 ‘ : : -
. . 'I‘i_l\l'\"'" .- - . ' .
ENTER CODE IF TIME IS SPENT ‘ COUNT THE .
CODE  DOING THE FOLLOWING OR SIMILAR ACTIVITIES' NUMBER OF : COMMENTS .

FC @ Searching the applicant file to locate Call=-In e When a block of time is spent
those applicants who may be qualified for attempts in searching the applicant file, .
referral to openings newly listed or _ but no call~-ins are made, code
‘revised. . ) FC with count of *‘R*. '

e Calling-in applicants by telephone, by @ Count all call-in attempts

4nail, or by telegram. ' ,

Writing cards or letter to applicants
in accordange with office policy.

Calling the applicant‘and making a direct
telephone referral. -

e Searching the applicant file to locate . -
those applicants who have not received :
recent/;ervice.

op(ﬂ;iiiﬁg form letters and telephoning
. ~applicants requesting their current
employment. status. ) :

including ‘those attempts when
‘contact is not made with the
applicant.

+ -

E




ACTIVITY DEFINITIONS FOR THE COMPLETION OF TIME SHEETS

o

ENTER CODE IF TIME IS SPENT COUNT THE

ACTIVITY l CODE DOING THE FOLLOWING OR SIMILAR ACTIVITIES: NUMBER OF: COMMENTSE

Interviewing IN e Interviewing an applicant for referral Applicants ® when an interview is conducted
or to a job or a training opportunity. interviewed for an applicant who comes.
13 (only once directly from JIS, the timé

¢ Analyzing the applicant's work experience,

A . r visit
training, interests, and requirements. pe '

" otherwise 'R')
@ Searching open ofder lists to find a

! suitable open order. ®
e In Job Ba {including manual Job Bank)
areas, cking the referral status by
calllng referral control.
® In other areas, checking the referral ®

status either by contacting the

spent in the interview should
be coded 1J; otherwise use IN* T

If the interviewer performs
referral interviewing, followed
by job development, RI followed

by JD should be coded as two o -
Separate activities.

If a counselor performs %
counseling, followed by referral

+F

|
g_; & ) original order or by contacting : jnterviewing, CO followed by
' H - the person or unit holding the ~ RI should be coded as two
‘order. separate activities.
o Referring the Applicant to a job opening, ’ .
. training opportunity, or supportive
- service.
e Arranging interviews for- the applicant 7
with the employer.
<> - H
u @ Preparing the applicant for the sub-
< sequent employer interview.
Job Development JD e Developing a job or trainin5:0pportunity Job Develbgment e If the interviewér-pe:forms
@, ' for an individual applicant, when no S attempts

*Seqiattached samples.

suitahle open order has been found for
that applicant.” - .

® Recording job development information. S

referral interviewing, followed
by job’development, RE followed
by JD should be coded.

If the counselor performs
couns~' .ng, followed by ;pb

development, CO fallpwed by Ce
JD should be coded as two
separate activities.* ’) -




ACTIVITY DEFINITIQNS FOR THE COMSLETION OF TIME SHEETS : . .
i

4
fl

) ENTER CODE I TIME IS SPENT COUNT THE L
ACTIVITY CODE DOING THE FOLLOWING OR SIMILAR ACTIVITIES: NUMBER OF: COMMENTS C .
Job Information JI e Monitoring and giving assistance to Applicants e Interviewers -who spend their
Service applicants using the self-service Jis Using JIS time with applicants from the

job listings and job search materials. : ‘ JIS should code RI, for referral

s Maintaining materials with job search interviewing, and not JI.

leads. and job and training opportunities. e Code time spent in maintenance
; : of “the job library and job

- search materials as JIS with a

«~ count of *R'.

Order Taking oT ® Receiving job orders from the employer Job orders
. and recording ordér information on a taken
job oxder form. .

e Transmitting significant information,
requests, and complaints from employers
to the employer representative. _‘:g .

e Advising employers of unrealistic qg .

. unreasonable job requirements they ’ .oy

have specified, : &:, S ' Lo

e Inquiring if employers may be willing '
to accept trainees for an o;_:ening. =, l\;ﬂ

® In Job Bank, including manual Job Bank,
submitting orders to data processing
by close of business each day. : o ‘ -

-~ e In Job Bank, including manual Job Bank,

~19=-

‘'reviewing the job order in Job Bank . -
for errors when it first appears..
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, ACTIVITY DEFINITIONS FOR THE COMPLETION OF TIME SHEETS

Ll

89.

. . ENTER CCDE IF TIME IS5 SPENT C T THE
- ACTIVITY v CODRE DOING THE FOLLOWING OR SIMILAR ACTIVITIES: R OF:
- . ’
Reception RE ® Greeting applicants at the reception Applicants
' desk (or area) and directing them to who come to
applicable services. Reception Desk
- ‘e Determining if the applicant has an 22m2 ::z:za:e‘
appointment and, if so, notifying the * ’
appropriate staff member.
- ® Sight verifying self-application forms
* - for completeness and correctness. .’
@ Alerting interviewers to special -
situationsg. - . °
# locating application cards for previously ‘
, registered applicants who know their SSN.
| “ ’ i )
o e Maintaining jinterview and testing
0 T
o) schedules; | !
- @ Monitoring or giving an orientation.
,-‘ U S L — 7
I : Lt .
- % %@m *oF
*See attac samples. ’/\ qah” ol
" Also sege (the adjacent® -G
comments. ' _ . .

COMMENTS L

@ All persons in the local office
who spend time working at the
" reception desk, should code RE
with connt of "NA' on their
pe;sonal time sheet.

© ihrsepafate Reception Desk Time

Sheet will be kept at Reception.
This sheet will reflect, in
hourly segments, the total:
numbers of applicants who were
received, during ‘the ddy, by .
this local office [those,going
to Jis and those going tpo OTHER
Activity). All persons in the
local office who spend time
working at the reception desk,
will, in addition to their
personal time sheets,“mark the
Reception Desgk Time Sheet as
applicggts Ere received.* P

P
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ACTIVITY DEFINITIONS FOR THE COMPLETION OF TIME SHEETS

[ '
L]
l . s

3

. % ’ - . # .
ENTER CODE IF TIME IS SPENT _ COUNT THE .
ACTIVITY CODE DOING THE FOLLOWING OR SIMILAR ACTIVITIES: NUMBER OF s COMMENTS

B ~ ,
Referral Control RC @ Receiving requests for referrals, Referral . ‘@ Referral control as an activity
’ determining the status of orders, ’ requests is to be recorded in Job Bank | 1
-comnunicating this status to the caller, received - . « Office Only. Control of . .
" and recording all transactions. ' * (totaled and referrals in the local office i
° - ] broken down to be considered as: part of the
- . . © Receiving updates to the sta@ﬁs of by each referral interviewing process. .
. . orders, and recording these updates. 1 ' - )
; : ocgl office :
' @ Keepi acﬁﬁrat “sicords and counts surveyed) on +® ALl persons in the Job Bank
ping accurate ’ d office who spehd time working

of referrals. . s;paza:e time on referral control, should
T sheets code«ﬁc_pith count of ‘NA' of
their personal time sheet.

‘ . . © SepaFate Referral Control Desk -
. Time Sheets will he kept at the
- e . . ’ locations of refeiral control
* P : « activity. Thig sheet will
' o _ reflect, in hourly segments,
. : : _the total numbers of referral
: requests received and the numbe
of referral requests received
, . from each local office served.
- . ' = - = . All persons in the Job Bank
. office who spend time working
i ) o T - . on referral control activity,
. - . . will, in addition to their
\hhd#,,gf f ' ot . personal time sheets, mark the
: T ' ' Referral Control Desk Time .
‘ . Sheet (8) as requests come (in.

-

T

69
-g9-

*See attached sampleSs o ' . - S
Also see the adjacent L - : .
comments . : o,

) . '
4 " R . a
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ACTIVITY DEFINITIONS FOR THE®COMPLETION OF TIME SHEETS

- N A
ENTER CODE IF TIME IS SPENT COUNT THE

ACTIVITY CODE DOING THE FOLLOWING OR SIMILAR ACTIVITIES: NUMBER OF s * COMMENTS .

Testing TE e Schieduling, administering, monitoring, Applicants e When teats are being .administere
and scoring testa or work sample tested time spent should be coded
exercises. : TE (Test Type) with a count of

® Preparing reports of test results or -y number of applicants tested.
unit activity. ¢ When tésts are being scored, ete
time spent should be coded TE
. Maintaining related files. with a count of 'R'.*
Advising Es _staff as well as employers
on tests, testing technigques and : ¢ Testing for nonéTitle ITX RS
. lated natters Activity, ssuch as CETA or
‘ relate : . Job Corps, is not applicable to
- * this study {(therefore code.XC
or XJ not TE}. ,
Verificationy W e Contacting the emnloyer, by telephone Referrals
validation . or by mail, in order to receive the verified -
- results of referrals. - . plus
orders . '
‘ Qﬁ‘aecording the results pf the verifying validated
. . PrOCesS. - . _
-3 é\‘ ﬁ£§§ ® Contacting the emp10yer, by telephone -
< f‘ e .or by mail, regarding aged-orders, orders
* ﬁﬁ?ﬁﬁ&~other than in open status, orders con-

taining unverified results.

Recording the results Gf the validation
process. . '

Contacting ES émployer representatives
to inform them of significant information
concerning contacted employers,

Contacting referral control people to
inform them of the status of orders.

Editing of orders, referrals and other
.related materials.

f




ACTIVITY

Non-Placement-~Related XC @ CETA*relatéd-activiEieé ' - {Not

Activities

1 'I = . LY . ; I
[ '
b ——
¥ -~ -

ACTIVITY DEFINITIONS FOR WHE COMPLETION OF TIME SHEETS

ENTER CODE IF TIME IS SPENT COUNT THE g : .
CODE DOING THE FOLLOWING OR SIMILAK ACTIVITIES:  NUMBER OF: . COMMENTS :

) = " - LY

Applicable)

5

® Clerical work'ﬁo; specificalyy related ' o .
to the above activities (incY¥uding £iling, '
tybing, and operating the switchboard)

.
v

© Job Corps, Food Stamp, WIN, Non-Title III
Key punch Job Bank and MODS data

® Lunch~ _— } o

L

I

® Staff and Training

o
n
[ ]

Supervision (Supervisors Only), Manage- . ' .
ment, SQ}f~Appraisa1 System M :

Xu o X

Xv ®

X

Xx ® All Else T Az much as practicai. indicate

{any other activity which does not - . , ‘the nature of .the *XX" ti
fit any of the above) s e

Vacation, Annual leave, Sick, Personnel . . : .o

* Study Week - ‘ o




——

Ty

.distributed, each staff member be given a copy of the

Section ¢

*
+

a3 .
SET OF SAMPLE TIME LADDERS

9
WITH ANNOTATIONS .

The samples dover many of the most ‘common questions we )
encountered during the previous survey. They are collected
here for your use in orientation. There are other copies ¥
of each sample in the box of materials sent to the Local

Office. Thirty copies have been made of each gample, and g -
we have identified on the left side of each' th€ function it™
illustrates. We suggest that when the questionnaires are

"General" (sample no. 1), the "X-time" (sample no. 9), and
the ope relating to the-function that person covers.
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2 . .. -
DAILY WORK TIME AND QUANTITY

- . .
LOCAL OFFICE NAME slgglgsgn Mc‘i’co NAME S i o 17LE ( ;ange lag DXTE_9//5/ 74 FORM A 5/75)
- ?_ ' (last name £ 4\ )

‘ . - Full Name OF ‘ -'N/'g:rﬁa Eull Job T;-‘HE. DI"'&_.

. Local Office:
- b
- .
P
Time of ACTIVITY * |Astivl
Day Coda No, of 1 Timo . o R
’ 11:00{—~ . - o 5, .
Activity Code for 10¢ €—F - /lr‘a' licant was counseled
- =3 . ¥, Counselor , ] 20‘:.(:0 : I B | JOR \__2ee ) _
W -——38 — - E\k Line indicates end of -
& a0t 1 counseling activi_?g
.o~ ¢ p—
1 , . ' 50t 4 .
‘ Activity Code XL |1 12:001 -t '
indicates Lunch. For . " _;vXL : N/A 60%"""""‘"—-—
this activity "NA" (not . oy - . Each of these numbers
applicable}) is written Y 204 R A + ~ repredents the duration
in the "No. of" column. : 26 ‘of that activity. * (These
- . may ke entered all at
“u % 20+ C O / &0 gnce at the end of the
ays.) ;
—=se . 1
JD ¥ 109
A -
lm" —r
. ,« 204 r
\ 30¢ L
40+t v "
501 sample no, 1
2:001— ' - T




DAILY WORK TIME AND QUANTITY

LOCAL OFFICE NAME ,Eaa Fg_.n Lisco Ltfﬁﬂ'ga’ NAMEM%I—M-&EF TITLE ] [4 S-h hj _DATE_JO/ 1o/ Zf FOR'M A {5/75).
"ACTIVITY REY (last name f3it) _ -
I acovrry A CODE NO, OF L acty i CODE NO, OF AcTVITY - COoDE ! W
b APPLUCATION TAKING AT applications JOB INFORMATICN SERVICE * §  NA, CETA xe
COMMUNITY SERVICE CS NA. ORDER TAKING OT job ordess - FILING / TYFING, CLERICAL, SWITCHBOARD XF -
COUNSELING CO “sppllcants RECEPTION . RE applconts JOB CORPS, UI, FOOD STAMP, ETC, X7
2 EMPLOYER SERVICE = ROUTINE ES  ESR contacts REFERRAL CONTROL J RC referral requests| KEY PUNGH JB AND MODS DATA XK
e 1,1 FILE SEARCH/CALL-IN FC  call-in sttempts vnmnacnm;vauoanou V¥ "malsfordss. | MEETINGS, TRAINING, ETC; XM
3 INTERVIEWING IN  applicants Ty SUPERVISION, MANAGEMENT, SELE-AFP, SYS, X§
INTERVIEWING ~ 1S I} aspplicants ! VACATION, ANNUAL LEAVE, SICK, FERSONAL XV
JOB DEVELOPMENT b attewnpts e STUDY WEEK - . XW .
: - - : i ALL ELSE ' X0t
<(/ - , Time of ACTIVITY Activity ' E
/ o Day Coda No, of Time . )
=] — - - | -
. - .11 :00 _ =
For testing, the type 107 ' 1 '

of test should be
indicated., In this'
case, GATB was being

administered to 401
8 applicants, _
. - . 50¢ : .
é 260 y O -
[ », 10+ | ‘1}-—
204 - R . .

o ‘ o T 30.: XOL N/ﬁ 4 _ i
’ “%ﬁw 40t - | T ‘ his- t 17;1e is drawn

504 + to indi ate that 15
iijm i minutes were spent on
ik 1 _ scoring GATB tests,
g}e\'fggtgggze:e;fﬁr the' y 10._}}5“.&) . R D’ ¢ . When t:;gme spert on an K‘
. activity is i1 ss than
' :ﬁglt::rét:aﬁ?gerwgﬁ 207 1 10 m:.nu{es, estimate and
tho dax R under "No. 304 . ¥ draw a line between 10
of" indiéates tests 40¢ + \minu@e indicators.
were being scored. 50
. - - . - T X 1 . " sample no. 2
) ) _J_,2:00-|— o -t ' . :




DAILY WORK TIME AND__EQUANTITY

LOCAL O:"‘?ICE.: NMIEMI NAME Eecepiien zzesk TITLE DATE /o {Zﬂ{ Zf— FORM A (5575}
(fast ndme firs) . ]

- ACTIVITY KEY

ACTIATY CODE NO, OF ACTIVITY GCDE NO. OF \CTTTY i CODE

APMUICATON TAKING AT applications JOR INTORMATION STavIcE n TA . R

Y SLRVICE Cs .NA ORDER TAKING VG, TYFING, CLERICAL, SWITCHROARD NE

. . 3G . -, €O appHeams | rrcrprion * "ORPS, UL, FOOD STAMP, ETC, - "X

. E . SRVICT - ROUTINE S ESR centacts KEFERPAL CONT™ INCH JB AND MODS GATA - xx

i ,?, SIRVICE -~ PROBLEM EP  ESR couizets TESTING _ e

- WAL FC  call-ir a::c.-ups] VEB* S, TRAINING, ETC, X .
~e N applichots - \ox, MUIAGEMENT, STLF-APP, §YS, A\s

v EneaniNG - JIS 1] applicane \ ANNUALLEAVE, SICK, FERSGNAL el
, 353 DEVELOFMENT - o a oK .o e
. [_ ‘ ~ EISE XX
= = - 1
T o ACTIVITY N Time of ACTIVITY Acris
Lo Code No. of Day . Code g Na, of g i |
I T - -
]8:00;'— T e = 2: 004 -+ ! .
L] . ¢ .
=3 iay T W 4 -r HH- HE | 10f ETIVINNTFTIG It '
Or- , 20 RE i 20{ e W 20§ HH HH '
k I 1
. 39 L 304 RE ! 4 30k RE ES
so+ 22 4 . a0l 3 1 a0+ , , r :
! 2 . 3¢ - .
é sn‘:, . - 504 | + 5C+ e ‘-\\“ + '—l
{ ' - .
Vi 9:00. 12:00 . 3:00 : — R?‘";,-
. TR T I HH- b )
) _1_c=. trt Bt 10} B AR 104 B Rt L 4 _ _
i 20+ " 20¢ T SR | 204 HH-m. d
' 30-!- RE o 304 ’RE HH O T 302 Re U SO N I ’
10+ 4 20+ $ an} } :
. I . - . . -
501 28 1 © 504 &1 1 50+ 18 ,
20.: 00+ ' 1:00 4:00 : ]
e - ' - N
10t - 104 hbtadiis S 104 Sl TR |
201[ H- - 20] Wil 26 ,
¢ 304 RE , - 304 RE 3 . 30+ ‘RE 4 < ’
e | 1 . a0t ) | ol : 1 .
’ i 50% 35 T 50% It L 504 L 1
ihz07 ; Al 2iee el T 3200t om e salplo Bo. (3 1|
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DAILY WORK TIME AND QUANTITY

LOCAL QFFICE Nms&n Francisco IndusTrial NAME ,Sm,ﬂ: Ca {?ﬁ TITLE _ DATE /0 /10/7% FORM A (5/75)
ACTIVITY KEY - (last name first) .
C | AcviTy EODE NO, OF ACTIVITY SO0 Mo, Of . ACTIVITY ‘ CooE

APPHICATION TAKING AT spplications JOB INFORMATION SERVICE =~ J|  NAM ‘1 =ETa xC
COMMUNITY SERVICE . €S NA ORDER TAKING OT  job ordens FILING, TYFING, CLERICAL, SWITCHBOARD  XF L
COUNSELING €O  applicant RECEFTION RE  applicants JOB CORPS, UI, FOOD STAMP, ETC, Xy

_EMPLOYER SERVICE = ROUTINE ES  ESR contactn REFERRAL CONTROL RC referral roquests|  KEY FUDNGH 1B AND MODS DATA XK -

- EMPLOYER SERVICE » FROBLEM EP  ESR contacts TESTING (specify test) TE spplcants WNCH . , ) XL
FILE SEARCH/CALL-IN FC call-io attempts] VERIFICATION/VALIDATION  VV rmemilts/ortem | MEETINGS, TRAINING, ETC. =\ XM
INTERVIEWING : IN epplicasits _ " | SUPERVISION, MANAGEMENT, SELF-APP, 5YS, XS
INTERVIEWING -~ JIS * 1) opplicantz VACATION, ANNUAL LEAVE, swx FERSCGNAL XV
JOB DEVELOPMENT _ D attempw . e STUDY WEEK , .
- . | auns . . /X
* ) Time of ACTIVITY Activity] | _ ~
. . Day | Cods No, of Time . '
g Q/ : 11:00— _ o : .
~ . .
. /z LY oy 4 . N
be 201 X-F iY77 B o .
. » 30+ & . b .
a0t |
- &

1 - 501 T [ -
q LY
? 12:00

This ES staff membér covered:
the reception desk from 11:00
i 1 to 12:00. she has indicated
20 RE N/ﬂ . Reception with a count of 'NA'
301 ) ~ 4 on her time ladder. She has

L)
[
o

L

L

: ) . B a0l -1 also added to the raception
, . . : desk time ladder ‘tally during
504 4 \t!'liperiod, as-in sample

T

1:00

| | oo I ‘ _. :
| . o} TE | 7 ] . ,
304 (GATB) 1 _ ~

404 . 1 -

; ' i 2 3:' ' [ ‘sample no. 4 - t
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LOCAL OFFICE NaME Dg, “gg JQL lggng NAME -

-

DATLY WORK TIME AND QUANTI‘I‘Y -3’ ‘,

v
-
-
"3

S

TITLE g l%tk ;g DATE_/G/ 1O} Zf PORM A 5/75)

ACTIVITY KEY . (Jastmame i)
] ACTIVITY ECOLE NO, OF ACTIVITY CobE o, OF AcTVITY EODE
9 ' H
APPLICATION TAKING " AT applicatiops JOB INFORMATICN SERVICE B NA CETA Xc
COMMUNITY SERVICE Cs NA- ORDER, TAKING OT  job orden FILING, TYFING, CIERICAL, SWITCHBOARD  XF
COUNSELING A €0 opplicants RECEPTION : RE  applcany JOB CORPS, U1, FOOD STAMP, ETC, X3
EMPLOYER SERVICE =~ ROUTINE ES . contaets REFERRAL CONTROL RC referral requestn] KEY FUNCH JB AND MCDS DATA XK
EMPLOYER SERVICE - PROBLEM EP ESR e_cmtacts TESTING (spécify test) TE * appliconty WNCH XL
FILE 5EARCH/CALLIN FC c:;lﬁln sttempin{ VERIFICATION/VALIDATION  VV results/ordsm MEETINGS, 'rmmmc ETC, b1}
INTERVIEWING ‘N appleantr .o wrsaws:on MANAGWT SELF-APP, §YS. XS
INTERVIEWING ~ JI§ 1J  applicants VACATION, ANNUALLBAVE SICK, masmr. LV
JOB DEVELOPMENT . O ottempts . STUDY WEEY .oxw
> ) ALL ELSE .o
1y ¥a .
e Time of ACTIVITY Activity) .
. Day Coda No, of Thne
11:00}—- |
U -
204 O
\o¥ : XC | WA o
30% . 4
1 %g(‘c'& a0} -
O L - “' 50‘- i 1
12:00
[} -
“t . .
v I~ :2F ; ﬁ ('I'ihi.s is part of a personal
4 R time ladder for an individual
301 . who performed referridi ?.0133-6
40¢4 . trol between 12:00 a £30.
RC /V/A< Note that "NA® is marked.
S0%: Tallies of referral request
1004~ -1 calls are kept on a separate §
\,]"00 , ueet. {See sample no._é . )
. ; 10+ .
) ; 20 [ )
30 =
401 - L
rye | WA
2:00 : . ’ sample no. 6

sf




'DAILY WORK ' prvESaND QUANTITY

LOCAL DFFICE mmm NAME ,longg John rmeESR DATE_{0/jo/7f ¥ORM A G5

ACTl CODE No, OF ACTMVITY CODE NO, OF ACTIVITY - CODE
- ¥ o - . = . —
APPUCATION 'rfémc - AT spplic.dons 108 INFORMATION SERVICE R NA .| CETA . xc
w ! dorunaTy servicE €s Na ‘ORDER TAKING OT  job ondars FILING, TYFING, cur.mmL SWITCHBOARD XF
X . COUNSELING 43, CO  applicanty RECEPTION ™" . BE appliceshy JOR CORFS, UI, FOOD STAMP, ETC, : X)
EMPLOYER SERVICE - ROUTINE ES * ESR contacts REFERRAL CONTROL RC referral requestzl MEY RINGH 1B Aun MCDS DATA XK
EMPLOYER SERVICE - PROBLEM EP  ESR contacts TESTING {spacify test) TE  applicasts IVNCH XL
FILE SEARCH/CALL-DN FC  call-in attempts| VERIFICATION/VAUDATION  VV wslo/ordem MEETINGS, mmc BTC. XM
4 INTERVIEWING N  opplicant . s&m:avlsmn MANAGEMENT, SELF=APP, S5Y5, XS
. INTERVIEWING =, 1tS I applicane . : . VACATION, ANNUAL LEAVE, SICK, FERSONAL XV
. JOB DEVELOPMENT P attempt STUDY WEEK ‘ w
R N . ALL BLSE . xx
- . Time of ACTIVITY Activity
S " Day Coda No, of Time .
. C‘-) : 11:00 _ .
V T 10¢ Ep ' ,4 1 {One contact for a problem
r nd p -\ .
‘ o 20} + with an employer. .
< Q- g ,

=::] * V : : 30+ " 1 : ) ‘
@ . * * . 40¢ T .

3 Routine contacts mﬂ -50% ES 3 1
enployers. 32004 .}_ -

3
! — * 104 ik
‘ : N 204 ]
: : 30 - ' {me spent in preparation
. 104 . o for all employer calls to
£S5 R o«“ be made this day. 'R' indicates
5071 . T related activity, since -
1:00 i . actual contacts have not
. 10 xXv N/A , yet been made,
v L1 * '
- 207 "{ e
Al ®Es | 21

* 4 0"' - o . .

207 1 ‘sam le no. 7
2:00¢4= —t ’ ’ P e . E
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Ll

) _ DAILY WORK TIME AND QUANTITY .,
. i ) . .
rocar orrrce naeDalla s (eg‘fra.f NAME M TITLE, DATE /@/ [0/ /¥ FORM A (o5t
ACTIVITY KEY . ({last name first) b '
I acrmry CODE NQ, OF ACTIVITY CODE No, OF ACTIVITY CODE
APPLICATION TAKING AT applications JOB INFORMATION SERVICE I Na CETA - . . XC
. - * COMMUNITY SERVICE ' cs. NA ORDER TAKING OT - job orders FILING, TYFING, CLERICAL, SWITCHBOARD  XF °
COUNSELING CC  applicant RECEPTION RE applicant JOB CORPS, UT, FOOD STAMP, ETC, xJ
. EMPLOYER SERVICE - ROUTINE ES  ESR contacts REFERRAL CONTROL RC referral requests| KEY PUNGCH JB AND MOIS DATA XK
EMPLOYER SERVICE ~ PROBLEM EP  ESR contacty TESTING {specify test) TE applicants LUNCH XL b
.FILE SEARCH//CALL-IN FC ' callzin attempts| VERIFICATION/VALDATION  VV  results/ordon MEETINGS, TaAmmG ETC.,, - XM .
INTERVIEWING IN .applivants - . , wrsn\nsxON MANAGEMENT, SELF-APF. §YS. X$ v
" INTERVIEWING ~ JIS | U opplicany VACATION, ANNUAL LEAVE, SICK, FERSCNAL XV
JOB DEVELOPMENT T T mJD attempu STUDY WEEK Xw
. - : ‘ © | awmse xx . .
* by
Time of ACTIVITY Jactvity| [~ . - . .
00 Day Code - - No,of | Time{] .
P 11:00 [+ - ﬁlication taken for new
h { =1c AT I -t applicant. /
0 . }‘Applicant came from JIS
. zo' IJ‘ R \with a_job selected. j
. . ﬁ development \gas attempted
. 40 TD = since job was referred and no
s . ‘p 50 = gther applicable jobs listed, .
' R 12:00-—IJ- y R <« /R is coded because same appli- .
° 10 ] . . N \cant still being interviewed, .
. ' 30‘1' XL ) N/A ] .
401 ’ 4
. 501 ‘
- 'F' . R P -
l1:00 i
nterviewer conducted Je_ 10 . ™ y : .
2 interviews with T ] : " -
registered applicants.. - 20 IN gZ, + . : :
. . } 304- . ' ) R - .
- Interviewer was reviewjng - - 40 . . v t . -
Job Bank listings, wn‘ji ) —spP I ! '
/_\ no app-licanl: presenty/ 2100 IN R sample no. 8
3 O )
Q . ., * . . \\ . ' *
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LOCAL OFFICE NAME da;gsgn [”gfca

ACTIVITY KEY

DAZLY WORX TIMZ AND QGANTITY

ACTDITY CCDE NO, OF
APTLICATION TAKING AT applications” «
l Cr VRIS CEAVICE (oS Na
co appll'eanc
q_/ CE - BCU'I'[NE ES ESR comtaces
L({\7" < -PrOBEM EP  ESR comtacm
2 \ LL~IN FC call-in attempis
! IN applicaats
s 1]  appHcant
T D atee
{
i'_f:—:e u{' i ACTIVITY
| Pay Code No., of
' b—t‘ —
i 8:00y - 4 d
! iof +
S 1
ry A 1%
1 {0-1 az' |
s y
il So0p co - i
9:00 -J
10+
224 : ;
o h-}
sl XV N/A |
St +
ilozo.oj- —~ .
i" 10L Co L - )
il 2t |
L 20t 1
: 40 .
' "t
: _ P
i 39r ID S 1
iyt eget 2T 1

ACTIVITY

cob“s\m OF

“““’"”L

Ty

NAME Dg% Z;Ln TITLE (. :m ns l E DATE /8/ 10/ 7% FORM A (sns)
hstn:srn ﬁ-s

JOB INFORMAIICON SERVICE "Il - AC '
ORDER TAKING &~ + TYPING, CLERICAL, SWITCHTOARD XF
RECEFTION W5, Ui, FOOD STAMP, ETC. X3
REfZRRAL CONT™ CH B AND MCODS DATA - AK
TESTING *- ’ vl
VEP* TRAINING, ETC. Xt
7, MANAGENENT, SELF-AFP. SYS. N5 .
N J‘\NNUAI. LEAVE, SIC.K PERSONAL xv
2 UDY WEEY, -7 o
e I ALL ELSE XX
. Activity] [ Time of ACTIVITY r\c:iﬁ::,'i
No. of Timne Day’ Code No. oi - Tiael
- 2:000— - :
_ 10 . 10} T4
20% - 7 20 Pl
230+ C 0 ( .30.. J.-D {
W ID 6 ]
sof T 5¢ : N
;
12:00 3: 004 X7 N/A‘ -
10¢ 1 roXv N [A
204 20
30+ X L ///A 3ur XC N /A .‘
404 40-
504 50+
1:00 4:00d- C .~ |
» ' H
19; ,r, i . L0 G
i ’
20+{qeteity N /A 204 { i
L ’ﬁ!‘l:.fl' be | 307. .[ - %
‘30 1 20+ 1- ;
1 1
500 C 0 1 {1 sol Co ' R : i
2: 201 N R Y sample no.(9 |
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Time Distribution Codes Corrésponding
. " To Performance Standards Activities

"0
L]

The thirteen placement activities* measured in the survey ar:
also included in the Time Distribution System, However, the
categories of TD (Time Distribution) are broader than the fow e
abtivities uged in the survey. The relationship between the - .
categories in Time Distribution and Performance Standards can
. be depicted by breaking the*three-digit TD function codes into
finer categonies, as_in the table below. For this purpdse only,
- a fourth digit is added .£t0 the Time Distribution function codes.

" The Table shows which functional codes in Time sdstribution apply

- to each acbivity. Thus the measurement of placement-related
activities, which is the focus of this study, requires that, '
for example, ‘code 531 (Employment) be broken down into many separate
components; 8 of the .l5 Performance Standards placement activity
.codes are included in the'531 grouping. In some cases, the TD
three—digit function code .is equal, to one of the Performance - o

- Standards act1V1t1es, such aa, Counaelinq_(SlZ) in the Table i_ff“__
. —bekey1—~~—-—~ SE e . - .
When instructing personnel in completing the tipe 1addera, this > vl
Table may be useful in determining how*apecifi tasks sHould be .
recorded. ] ,
Remember TD reporting will not be changed in this survey. .- e ﬁ‘
t ) . o ‘ . -
< . '
TABLE OF RELATIONSHIP OF PERFORMANCE STANDARD CODES 94
. [ - ' - A
TO TIME DISTRIBUTION SYSTEY
! -
o o . - :k. R
PERFORMANCE - - .
‘STANDARD . T, 4

TIME LADDER : o : . . T
ACTIVITY CODE TIME DISTRIBUTION CODES AND ACTIVITY DESCRIPTIONS

. . 510 Aszegsment . . . -
: st .o 511 Intake : S
k RE- . . . .« " 511.1 Reception, including orientationf .
AT e 4 e 511.2 Application Taking, Monitoring,
- w - ‘Refiewals, and Supportive Filing
: and Maintenance N

*There are 15 codes for 13 actiV1tiea because the employer
Co ' service activity has codes .ES and EP and the interviewing
Q actiV1ty has codes IN and IJ. -77- .
- : ! I 83 L. : . . °
ERIC e o

L4
...,




Voo

. TABLE OF RELATIONSHIP OF PERFORMANCE STANDARD CODES

. 79 TIME DISTRIBUTION SYSTEM
{continued) ,

PERFORMANCE " S P .
STANDARD - : :
TIME LADDER '
ACTIVITY. CODE TIME DISTRIBUTION CODES AND ACTIVITY DESCRIPTIONS
" ¢ . ... 512 Counseling, and Supportive Filing e
, and Maintenance Lt —
. - i
TE - . . . . 513 'Testing, and Supportive Filing b
: and Maintenance *

530 Employment and Job Development
-531. Employmen {ES only) .

(Each of the followi _is.inclusiveuag e e e
supportive filing and maintenance) - :

IR e e e e 531.1 Interviewing
I3 . . ... . 53%.2 Interviewing - from JIS
FC . . 531.3 File Search and Call-in
JI 531.4 JIS Monitoring
OT 531.5 oOrder Taking
RC 531.6 Referral Control
Vv 531.7 Ver1flcatlon/Validation z
JD 531.8 Job Development ;
XK . . .. 531.9 Keypunch and preparation, Job Bpnk
I ' 550 Employex and COmmunlty Services| o
551 Employer an@ Unlons ;
. _BR 55t.1 Empl yer SerV1ce ~ Routine
:D EP 551.2 Employer Servige - Broblem
cs .+ . » 554 Communitf ] %vices; Supportive Filing and
Malntenanc - .

[ o

600 ‘Management Superin.s:.on and Traiining :

610 Management,: Supervision, and ES
Staff Tralnlng -

- Xs .- - 610.1 cal office Management
“ N ~and SuperV131on
XM 610.2 Outside Conferences, Meetings,
o ‘ Internal Staff Meetings, Training !
XF . . 610.3 Unallocatdble Filing, Clerical,

Report Preparation, Switchboard

‘ | : ' 284 ~78~




i

9

- ) : /

TABLE oF RELATIONSHIP OF PERFORMANCE STBHDARD CODES

TO TIME DISTRIBUTION SYSTEM

r . {continued)
?
PERFORMANCE
STANDARD
TIME LADDER )
ACTIVITY CODE TIME DISTRIBUTION CODES AND ACTIVITY DESCRIPTIONS
y'4 " S 610.4 Study Week, Performance Standards
. 1 o
Xv . . .. 800 All Leave Time - i
' Annual Leave Time, Compensatory Time Off,
Vacation; Sick Leave, Personal, Coffee Break
!
- - -Codes--and-Activit “Not -Applicable-- - - R
: to Time Dist¥ibution ’
Non-Title III )
XC . ... CETA
Includes Intake, Counseling, Testing,
Training, Management, Supervision, etc.
XJ « + » » Programs such as Job Corps, Fod Stamp, WIN
XU . ... UL -
XX « + o o« All else )
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USE OF THE TALLY SHEET FOR TIME LADDERS (FORM F)

Section E

WHO FILLS OUT FORM ¥?

Each person who fills out a daily time ladder form must

transcribe the data on the time ladder to the Form A~1 tally .
|

3}

¥

LI

sheet after all of the day's activity data has been recorded

on the time ladder. Thus, there will be one taily sheet

(Porm A-1) fiiled out for each time ladder.

P

s NEED IT?.. .

5% should

own jFBrm A-1 to make final tabulation more manageable.

LA

.HOW PO YOU FILL IT OUT? .

"1, Pics

* R . -
(NAME, TITLE} STATE CODE, LO NO., STATION, DESK

and DATE)} .

"\\h‘l,
¥

@ﬁﬁthe'time laddex) .

*., .of minutes of its duration under Activity Time {on’

“.

fl

¥

summarize each of “the time ladders ,on its

nter the héading information on Form A-1

2. Next, go.back to the time ladder and, for each '

activity period on the time lddder, .write the ﬁquer

LT

Came

~




bt-]

L3

TALLY SHEET - POR DAILY WORK TIME AND QUANTITY - FPORM A-l (5/75) NAME - s| ™ |l»s] ™
. (Transcribe - frem Form A) . {last pame fimt) Ixk] s3s.a||xe] NA QS T
o . ‘. 'I - 'a“-': {'
: TITLE xs| e |[g b na
L’ xM 610,z || xx| Na
TATE CODE Lo NO, STA DESK DATE
_ . . T . xel 616,34 xul na
1. R 7. 9, . xw) 610, ¢ [} xvi seo 0
0 . RO
- - XL| TALLY
RE | AT | co [ TR | B4 Phg|[.FC J 9T for [Re [ W [ "BR | BP | Cs x| x_ | x_
N 6. € ..
: A ] M . -
. y o= .
r ) . .
ks M N
I‘ 1]
AT ' 5
[~ . 3
[ . B -
1
- " Y
' .. , i
. 4 ! “
. 1 ; f
. ! . [
v : ) .
Timel 511.1|511.2 512,06} 513.0]531.1]531.2 531. 3{531.2{531.5!531.6|531.7|531 .8551.1]551.2| 554.0 v
 Dis L. . :
Sl [ ar | o[ [w [ rc|ox Jorfire {wi{ |er]|e |cs x| = |=_
QTY i | * .
TIME . ' ' . =




3. Now copy the Activity Time mumbers from the time
ladder to Form A-1l, entering each number into the -

‘column on Form A-1 for that activity code.

The following 111ustrates the use of the form to

-

¥
tally aqtlvity times:

Time Ladder Tally Sheet

A A
- ~ o -

i s el ACTATTY Acﬁuxqt
' D.a-f Code Na? of Fime 1}

T ;f; .1 T ,
L] 'i' . -t /

v AT & 3 140

)
L

oy, S, L,
i
Rl e B o e A i EE S
~
Lv\
X

4., In general, there are_a number of activit§ periods qf

R ea B activity on-a typical time ladder. We want Form:}:l
to have a single total of _the quantitative zesults forl
. ’ each activity type on thg time shee;: )
88 )




Therefore, for each type'of activity on the time ladder,
coﬁnt up the "No: of" tallies {if anyi for each of its;“
activity periods and’enteélthe total QTY. {or "No. of") - -
that activity in the QTY box near the bottom of its column
on Form F. '

- , b
'The bottom segment of the filled-out Form F below_shoés'
this use of the form to list the QTY or““No. ofh-for-each

aciivity transcribed from the time ladder:

pplications. taken - _ Eighteen ... . -\
- ' - for five applicants . Call-In attempts
. duting the day. during the day.

H
1
: A
1 " Ll
|

A 5’11.1\311.2 512.0/513.0 £31.1 531.2 531.3;51;14 531.51532.6{531.7"
1 -y . . .

! r"\'.':‘.; - { - ..

Gwee] B3 &\T i ¢o | TE IN |. 17 EC j J1 or RC | WV
o ! ‘

AL OO - 2 | /2 i
T | ; ' r

R R I S ..-.,J. . s —

e
. . L IS
o Additional Notes on Usage of Form F:

f -
1. To make it easier to.get the time ladder data onto Form A-l

transfer the data in three steps, as shown in Figure 1

Wn,

bglow.

¥

2. Figure 2 shows graphically the use of Form A-1 to record

)

the total’ overall 'QTY {or "No. of") #or.an activity.

t

N
N \ . [ ~

’ f*’ .o Y 89 ’ .
. i . -83- [y . - . *
(€) ‘ ) 6 i .9 ) e - ..




Figure 1 =~

Use of Form A-]1 fo Tally Time Ladder
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To Tally
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for the Middle

Three fHours
of the Day
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Figure 2 - Example of Use of Form A-1
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FORM B: ES STAFF PRE-TEST FORMS (B~1 through B- 13)

Wno Fills In:

Wheﬁ;

. MeasuxéS:'

Description in Brlef

Every ES staff member performing any of
the activities for which there is a
staff guestionnaire.

Once, during the survey week.

The gquality of these local office actiVLties
{or central office activities)

/ ' o .




DATE

'FORM B~1

ES Staff
. AY
. i L] . “
. ES' STAFF PRE-TEST FORM
LOCAL OFFICE, ¢ .~ ')

INSTRUCTTONS: Fill in or check answers to the, following questions. ™~

I. RECEPTION (Activity {1) ‘ ' ’

1.

-+

o

.” Do.you alert the interviewers to special |

Do you have a method for monitoring how long
applicants are waiting, for service?. . . . . . .

-{If you answered Yes to the above, please
-indicate how you monitor the wait time
in Comment section following)

a. What is the typical wait appliéants .
expevience on the peak day of .the week?. . ;

. ~ Are applicanté with appoinéménts seen on

schedule by the appropria%g staff member?.

How ~many péople'ﬁéé' 1 the e JIS or other
materials in the reception area and then
leave immediately?

"
"

appllcant problems wrlﬁlng notes 1f necessary?.

. * Do you have a procedure’for obtaining the

application cards for previously reglstered
applicants? (Indicate method used in Comment
gection £ollowing) . . . . . ¢ ¢ ¢ v o 4 0 0 e 4 e

Do you direct the job-readfxapplicant to JI18?. .. . .

What is the maximum time the reception desk
could be left unattended?. . . . . . . . . i s .+ . .

a .

Do you review the self-application forms ’
completed by applicants? . . . . . . cie o 4 o o =

If Yes please indicate your estimate of how °
often you find errors in these forms.

‘one bad form out of, every

. - 93 ¢

,(Estimate) one out af every

(4)
Yes No
&

{5)
Yes No

- (6)
Yeas ﬁ$

. &)
minutes

(8)

ﬂYes. No

fo;ms&&ar'

¥es No
(1a)
nutes
. Y (2)
Yes _No
applicants

—
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FORM B-1
ES Staff
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3

LOCAL OFFICE,
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-~
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N -
s
-
¥
rh [
-
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s
g, b - §
"t
.
1
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&
1
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o
v o e
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= .
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DATE

‘l"_

» FORM B-2
ES Staff

1

ES STAFF DPRE-TEST FORM

1
*

[

INSTRUCTIONS: Fill in answers

- [

I. APPLICATION TAKING (Activity

'LOCAL OFFICE -

to the following questions.

* -

- .

$2) ' y

1.

What is the average time
application? . . . . . .

What is the average time
partial application? . .

What is your estimate of

H\.‘.
it takes to complete a full
- » ‘a - - [} - - - [} ‘s - » [} ( 1)

on file that were completed incorrectly, and \

require correction?. . .

II. ¢OMMENTS- AND SUGGESTIONS -

-l

. minates
it takes to complete a ;
A ) - - - - - - - - - - - - - .‘:II‘ t2
. minates
the number of applications -
&« « + + 4+ + . . one out of (3)




. _ —ﬂ

B _ . i CLt ) ' FORM B~3
(/ B - " b
‘;}u, . . . ’.
e ES STAFF PRE-TEST FORM , ’
DATE K L . ‘

1 - " LOCAL OFFICE
INSTRUCTIONS' F111 in or check answerslto the fOIIOW1ng questions.
I. REFERRAL INTERVIEWING (Activity #3) ‘ '

na

for

A, How long have you been doing referral interviewing
for the Employment Serv1cg§ o« .

- - - - - - 0 - - -
-

Years,
1. Do you have any trouble reading'the Joh Bank micro-.
fiche or Job Bank listings?. . . « « o « ¢ o « o o &
. Yes No

/ - - ‘ ‘ N ) _
a, "Are they early printed or, for viewers, are
. they in focus? « « « « « o « ece o o o o o o o o ! '
g : : ' Y . ) Yes No

’

2. How often do you employ jobsd 3
of those job-ready applicants¢d y
first f£ind a referral on the list of " opg

v

Please indicate your est:.matg bélow. : ey
- S
.one out of every jgb—ready appllcants
for whom no available opening is found. :
.- . . 3. Do you glve referred aéﬁTicants a document to take - .
Wlth them as an introduction to the employer?. « o e
Yes No
4. When the job order ‘indicates *eall first", do you
" check with the employer befofe referring the “a
applicant selected?. . « « o ¢ 4« o s s e e e . e . e
~ Yes No

5. How often do you find that important changks should
- be made on the order (i.e., wages erng, address : ~
" wrong, etc.)? Please estimate.

one out of every . ordets checked. y

- 3 ! ] ' v b

6. Do you, when relevant, inform the appiicant,of the
' possibility of UI benefits?. « « « o« o o ¢« & « 4 o &

o Yes~ Mo
When_part of a‘ Job Bank - -

\ 7. In add tion to the list of open ‘orders, please

indicate below which of 'the following material you

also use? - ' . : “.
Fa - : , Lo :

a. Indexes of open orders?

o ) \ ‘ ‘ ‘ - .;" .4\. % A Yes No
’ ) _ | 96 e




+ v - ;

- “PeBM B-3

' ES Staff LS
F e ,; F=un - - ”*:-7" L - L3 ' ‘ ,"'
b. Indexes of new orders?. . . . . . . « « o 2 » o _- ¢7Tb) o -
' . Yres . +No .
c.. List of new orders only?. . . . . . . « « . o« % g A72),
. < ¢ Yes 1o o T
, : _ .. T Lo .. ! S s
.4. List of clearance ordefs only?, . . . . . . . . (7a) '
) . - ) "Yes Neo .
. . ] v - : ? . I. ' ) ,."I"
. - e. Other special listings.(pléasg.specify belowiéﬁ‘ (7e)
L PR . __— . . Yes No - e
']:l' Ll - - o
-' ) ’ L) . ) . + Lr
] v .
8. Do you find that applicants occagionally change T
- their mind- after Referral Control has cleared the . s
i e . rEferral? s - - - - - - - - - - -, = dq - - - :_ - - . (8‘9
. : co . Yes  WNo
Lf you answered no, skip to 9. S . ‘ "
. " a. Do you re-call Referral ‘Control in these ' o . ;
B - CESGS?.* LI L N L 2 2 a2 = 2 = a2 B 4 w = < (BB)
B . . Yes No ’ .
) " b. Pleasé indicate how many days ago thia was - ; L
: NECESSArY?. . & &+ + » + 4 2 s s s s wSe ete s ~(8py
_ ‘ o bays Ago P
9 ' IS Referral 'co';ltrol Central?‘. ' - -/ - - -- .. - - - L] 1 (9)
X ' , Lt - Yes No. :
" If you anawered'no, skip to 10.
‘a. When phoning Referral Control, a6 you use. an : , :
- . established procedure and dialogua? . . . . . . (9a)
. ‘ o ) . Yes 'No -
b. ' Does the length of your perio&%of dialogﬁe , . _ ‘
average more than 30 seconds per referral?. . . . ‘ (9b) -
# S ’ ’ « ¥Yes - No t
rl B %l .I
c. How often do you encounter busy signals g
, when calling Referral Control? . o :
. : i _ _ one out -of ~calls
- , j
d. How often are you placed bdn "hold" after _
. - connecting with Referral Control? - T
' - ‘ - one out of calls
10. ~Are you requlred to take new orders while inter- -
viewing applicants? O (10) .
Q - v ’ ) - Yes No -

-91- 2 of 3 97




PR

N i, el . L :r )‘\
4 ‘$ - - !
’ L T T . FORM B~3 ’
- . ' + BS Staff
. - ) - ) *
11l. 'Do you receive referral results daily?. . . . CaTe
' ’ . : : ¥ Yes No
T [ T RN N N -
12.. Do you occasionally hold referral cards for one .o
. day or more ‘before sending them to data ) x .
v prOCGSS.Lng? ~ 9 9 ~ [ 9 9 9 ~ ~ ~ 9 ~ 9 ~ . - 9 -.'
- . . T : : Yes No
a. If you answered yes, briefly describe the most ' Lo
‘common reason for holding referral bards.,.5 . e
e~ * ‘ i T » -
[ ' . . :
! ~ - IIl
I . * . - j
© . b. Please estimate how frequently this occurs.
- one out of every . tards.
- 131 Do you have a list of employefs for four job _\‘
. deyelopment contacts? . . . .
v . \ A 3 \Yes '

II.

14

.:vDo you contact any employers for job deve opment
more Ehan once per month? . . . . . . ..
: ‘ ' /
~ a; Jf yes, how many such employers?. . . .




[l - &\ﬂ,"h W _‘-.‘Lﬁ.‘
.- ""i'.
- ) ; v #
. FORM B-=4 '
\ ES Sta

Q;IONS: Fill in or check answers- to the fo;lowing.quéstionsﬁ ..

3L, OFFICE -

. J

B LT T p—

.I-“-___ . L ’-‘ bl . :ﬁ‘!
1. JOB DEVELOPMENT (Activity'fd) * N, A
. 1. Whéx you do job development for an applicant, ) SO0
.. . b is the average number of job development ’ ‘
) ppts you make' for that applicant jervede? ' (1) .
2. What 3 aining have fou received in-job\developmenty Average # 'f
\ . - T
1-cohrseS? N . o ﬂZa) .
Do ) ‘"Yes 'No | \
' . . v w L] L] L] L] tgb)
\ " Yes~ No~ “
on-the-job training;? « o . (2¢) ;
. 3 o . Yes No -
ase indicate briefly)?. . . (2d)
- Yes . No | s
v i\-“
3. When you performﬁu}b development, which of th .
) following do you §se? o . g oot
R a. Job search ipfﬁrmation in the JIS?. . . . - (3a)
S \ " ' Yes No .
& - : ’ L
£ ’ b..+ order files (botih open and closed orders)?. . . (3b)
) . Yes Wo :
. ¢. Record of Employek Contacts?, . . . . . . (3c).
< } : Yes No )
. d. Work history sectiﬂn of applicatibn ca}ds?. . (3d)
’ } Yes  NoO . :
. \. . b - .
7 " e. Newspaper advertisefgents? . . . . . . s . {3e) /|
’ ’ - Yes No ’ .
rd . - \
*°  «f£. Trade and professiondl periodicals? . . . (3f)
‘ R . ' Yes 1o TFW et
‘. II.'I 9 9 ) " @ :
. e |
=93~ 1 of 2
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!

FORM B-4

r ES Staff

™
Ll I LA i - .
"g.- Specialized directories af well as' telephone? . (39)
| : | L Yes  Wo, .
h. Job opportunity studies?.|. . . . . .. . . .‘; . (3h) .
“ . . ' ) ’ - Yes, - No
- 4. BArea skil¥ studies? . . .. . .4V .. et ¢ 71 R
' @ ., - . ) . - . i (=14 No ot
. j. other (please indicat® biiefly)?. . . . (33)
. . - Yes No
P H . .! . |
( | -
- , - . 1
Do you reviéw the available penlngs .on behalf of ' 3
an applicant before you perf i job'’ devel pment?. . _ (4)
= - - | Yés  No -
If the job development re;erral s tnsuc essful, . st
do you attempt to obtain- a Job o deu: fr the
employer called?. . .. . © | . (s) .. ...
- Yes No b
If, an employer does give you|a, job order, do ‘you ,
always share this.order withlother interviewers?. . . (8)
' _ : - Yes _No = .
How long fio yol.i waJ.t before *ontact:.ng efnployers ’ .
iine if a referred applicant has.been '
? - ® [} - [} - - '] - :_- ] - - '] '] '] - L - |‘ - - . {7)
N . & Days . e .
NTS AND SUGGESTIONS * /' i .
. - ' * N
¥ ] Ii%. ., "y o
. - , )
/ [ » ‘ % ) 1 ) ‘}0‘7
. ' ¥, '
» \ ” ¢ ‘ g : ’ -
. ' ’f@ . - ' f
%} / . :
~ . P L s
Ce i L : '
4 ij( * . . . '
" 7 . \ iOO’ R ) ‘\ N s, :‘y
‘ ,Iv\ » hf
o, o ~94- *2 of 2 .
) ‘ e T -
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ES STAFF PRE-TEST FORM

A\

DATE

)

-

L4

o

" FORM B-5

" ES Staff

< LOCAL OEFIgb

5
° I -
™~ I

£hS§RUCTIONS: Fill iniof chegk answers to the_following Queetions.

DY

JIS (Activity #5) - - - o

' T 5 e v, o

[
* . - .

P

1.

2:

-3

1I.,

How often

* i L]

Appreximately*WhAt‘percent'of those who enter
the JIS receive at- Yeast one referral? . . . . . . -.

Are abbreviations eliminated' for the JIS
listings?. . . ¢« ¢« « ¢ ¢ &« « o &

e ¢ e o & te e e l.l

If the answer above is No, do applicants
find that these abbreviations confuse
thm? - - :ﬂ - - 1 ] - - ‘. - - - - L ] - -

- . - a . - -
] BE

, you fihd that an applicant is
not qualified for the opening selected and’ .
therefore you cannot refer them to the job? )

ﬂ\
one such applicant in every

- ¢
* ]

- - ~

1

El
LK}

-4

*
.

&
X

COMMENTS AND SUGGESTIONS

L
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FORM B-6

' 2
, R . ES staff- }
. ' I ’ ) '
e . ES STAFF PRE-TEST FORM
DATE LOCAL OFFICE
INSTRUCTIONS' ‘Check the answers to the following questions. "
.I. REFERRAL CONTROL (Activity #6) ° \
" 1. Is this'a Job Bank areaZ? . . « « « « + o 4 0 o b0 (1)
: . « Yes No .
. If th is a Job Bank areao answer questions 2
. through 4 only. If thi% is pot a-Job Bank area, =
answer/ question 5 only. -
. N L -
*2. (Job Bank areas only) When an order is in the
"referral" status, do you allow an .additional
("one-over") - referra; for a Veteran appllcant? - - (2)
« Yes No :
~a. When speaking on the phone with 1nterV1ewers,
do you use an established dialogue' and ' _
prOCEdure? * LY LY - - t - - LY L] - . LY - LY L] LY L] (23)
- ' 3 . . Yes No .
b. When 3peakin§ on the phone with interviewers, S ,
is the length of the period of dialogue no- - o
more than 30 seconds per referral? .. . . « . . (2b)
. oo T Yes No .
3. (Job Bank areas only) When key changes.are N
recorded (i.e., wages, job address, etc.) do you
. inform 'interviewers of “the new data when they Lo
request referrals on these changed orders? . . . . {3)
o : : Yes No G
' 42' (Job Bank areas only) Are there written control
% procedures for you to follow to monitor trans-
¥ migssion of documents between referral control
and data processing? Ch ot r v s e e e e e e e (4)
- P ! Yes HNo .
. 5. (Non-Job Bank areas only) When each reterral,is .
made, do you post the'referral to the original
order (if you”are holding it) or else ask the .
order-holding staff member to post the referral? . (5) -
’ . Yas No s
II, COMIrNTS AND SUCGTSTIONS _
102 ‘
N ’ . 0 =05 . @




P

v . ‘ FORM.B-7
: . s ES Staff -
N 5 '
_ . ' ES STAFF PRE-FEST FORM ', -
.o : . .
. DATE : - LOCAL OFFICE,

INSTRhCTIONs: Fill in or check answers to the following guestigns.

N o : !

I. REFERRAL RESULT VERIFICATION/ORDER VALIDATION (Activity #7) °

1. Have you been trained in the other local office °
functions and procedures 5o as to be able to N
answer all related employer questions? .. . . . . . .

3 -

If not, please explain in the Comments Section
how these employer gquestions are handled.

2. What number of phone verifications are not ,
initiated until after 24 hours of the date af 4 .
app01ntment?

- one out of. . .

" Indicate in the Comments Section the principal ’

reasons for these, other than the employg; s

request. ‘< . .
3. What numbér of referral result verification

* attempts to mandatory listing orders 'are not

. initiated until after 24 hours of the date of

appointment? -

. one out of )

@

4. Is maller verification usgd? e e e e s e e e e e

., T Yes . - No

If yes please estimate the following:— Lo
'a. What percent of these mailers are returned oo
. by the employer within 72 hours? . . . . « - « . .

b. What percent of- all verificatlons are made
. by maller? T S T R T I T T 2
! o )
5. How often do you record and pass on- refeyral
results; order changes, and order status changes '
to those staff members responsible for the.
Affected order or appllcant?

1

i L3
a. Referral Results?. . .™ . . . . « . .one out of

.
'
-

b. Order'éhanges? . s s e . f.... .. .one out of __

éq Order Status changes?... . . . . . . .one out of .

(2}

AN
(4)

(4a)

(4b) .




‘ - < FORM B-7
. y ES Staff

! -
- ) .
. * - - [
- ! .
L . .
- - -
II. COMMENTS AND SUGGESTIONS .
. . -
. ) L4 Y - .
' - .
'
L
'
- ! . '
-
¢
. ,
' " . - ,
e . . + w "
.
(Y'Y ~ .
' - H
. . . .
. - )
.
¥4 .
.
.
N
s L
- .
[
* L3 -
- i 2
]
c. . . . *
.
[ » - »
.
*r -
+ .
. N -
L ' e
- . R - . -
- " . =, - -
I -~ ,
' Ll - [ N - ’
. ¥
. , - e
N ’
. .
-. I
'R . . -
.
* ’
i -
a 1)
. -
4 -
., ,
- Y . "
v
. - . " i
4 - '
. M
u
- ¢ - . s
¢ ' .
J 4 .
: - . . ~,
- h . . .
s M -
-
[
' - g !
- i .
- . 4
. +
M ’ . .
w! . -
- - v
- ot
.
.
. ! “ .
8 4
4 - - - f .
.
‘n . * -
L4 L " +
- Fow * -
—-— - - -
- A
- N _ -
- - . - ,
@ . .
. -
- *

Q ) - - - - g ﬁl - o _
FRIC - . =98 | 2 of 2 .o
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ES STAFF ERE-TEST FORM

DATE _ ' ' - LOCAL OFFICE

INSTRUCTIONS” Fill in or check the following questlons. L. . /7
. 1 ) . N
e 5 . . Lot C ) i S N . .& *

I. COUNSELING (&c;iqity #8) - - C -
L " : ' - ‘o
+ How long havel you.been doing,counseling, in or out . - = . ¢ o
of the Employment Serviee?. . . . . . .. . « . . o . K . o . .
‘ ‘ : "~ Years, -
- 1. Do you conduct individual counseling in a closed re - ?r%
room, with only yourself and the applicant in the - X el

room (or,.ft least, in a visually blockeq area)z?. . - : {1;
’ e £ Yes .No ,
& . .

" 2. Do you set up a counseling file, separate from L * .
' the ragular application file, for each applicant P S g
. who receives counseling? c e e e e eee e e e e 2y s

- 3. Do you perform the® following £or each applicant
who receives counseling:

. - a. Develop a statement of the applicant’s, -

" . T i prObl'em? . . 2 T . J y - L . . . - LI [ - . (Ba)
N - .o ~ , Yes No
. G , . " . > s
-b. Analyze the applicant's record? . .'. . . © +« . . . (3b)
. . kA ‘ , - ¢Xes No .
w, e .
“7 ‘c. Use diagnostic 1nstruments such aB aptitude
s tests, interest’ inventories, and’ “worker ) .
tkait aptitudes™? . . . ¢ . 4 e e e e 4 4 e e o (3

. Yes  No -

d. Evaluate and determine the variou$°possib1e

e .ot - course-of-action options? . . . . v . . . . . (34d) =~
B T ’ . Yes~ No L
s e. Develop & plan of action? . . . . 4 + .4 « « o (3e)
X ., Yes o ‘
¢ _ ‘ ) , . : .0

4. Do.you have knowledge of the following: N ' .

a. Intra -agency and inter-agency resources and

" \how to apply. them to gerVE the applicant? o o o . {4a)
. Yes No -
b. General labor market conditions? .. . ... .'. . _ " (4b) -
. . o, , o Yes No . .
‘e, Specigiéa of local trginihg'OPPQrtunities? ;. . ' (4g)
PR : : ' Yées No / ‘
-995 -

. . 1l of 2. .o n




~
R4
1
’Q‘ a
\
4
I1I1..
¢ -\
-»
/.
O

2 of 2

¥ L ‘ . ' s .' .‘ . ‘
i, . . ' . &
. _ . _ . ' . . FoORM B-B8
.. - : ' o . ES .Staff .
- , - . & Y ! . .
@ ' . @ . ) -
. ;. ' - - -‘n
5. Do you maintain Lnformatldn files with up-to-date
pa-lnphlets . . - - - . - - - L] - o. - - .n . - . . . ) ' i v ! (5‘:’
. _ ) . o ~ Yes. .No '
o . . - > _ Y N
6. ‘Does your schedule gllow for non-scheduled A :
CO\.lnSE.ling? - - - - o> - - - s @ '. - . - . - - - - - (6) -
M & ’ N . Yag No | ' ..
B \ » - - o .
‘7. When you send applicants to be tested, do you.give- '
them booklets, such. as “Dolng 'Your - Best in - . i '
Aptltude Tests“?. Gt e e e s e e i e e e e e e e " (7) *
. . ot ) ' Yes’” No
8. ‘¥hen it is determlned in a counseligg gctha - <
. that an appllcant is job- ready go* ‘Be 5 . :
the referral 1nterv1ew? . . e . eae (8)
ok R . ‘ E.' to k. Yeg ‘No - ..
JEL a. If you answered No, doesgthe appllcant reqeive
an -interview with a referral interviewer on P
"« the same day? . . . . . o 0 .0 00000 o (8a)’
T g S “ Yes.~ <No )
9.. Do you have an educat10na1 background in educatlon * N
: al;ld/or pSYChOlOgY?. - - - - - - .,. - - - - - - - e - M (9)
‘ ¥ L . ‘ "-5- ges NO !
10. Do you belong to any préfessibnal 6rgaﬁizations?.'.' .y (10}
. . iy Yes No
- .9 L] Al - T
\
L] R , \ '
. -
COMMENTS AND SUGGESTIONS . S
n » h * . ) -
-w L
‘ 2
‘ ’
) N o -
’ , il %‘
o 106 a S ]
o ~-100-
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3 Prior to pdministefing‘a a:ticularitest, do -

- 3

RN

e . S - o FORM B-9 T
w - . ‘ . L - ES Staff L
: ) ', £ r LR .- ‘\\ b ., ' ; : a b
,d i - - , . e
~ e . .+ * ... - ES.STAFF.PRE-TEST FORM . A k -
DATE; o  LOCAL, OFFICE
-INSTRUCTIOMS. Fill in or check answerg &5.ghe foltowin% guestions. ¢
P_ . ‘- B . I . e '.' '- o . ‘ ' )
* q V= . h . . ! . “
. ) -~ . . .
I. TESTING (Activ;ty #9) “ ot o . , . #
How long have you been admlnisterlng testlng?. Ce e
_ » ' Yedrs
l. Wh you“administer a test, do Yoy post a s;gmr
¢ in the test area which 1ndicates .that testing
] is in prOgresszf B T T T | oy
. , & ' '/ ' ‘Yes 'No .
‘ 2. -Once an applicant arrzves for a schedQled testg o
- s the test always g;ven?. T T {(2; "~
- ' a . + “.Yes No

'you inspect all test booklets for that test? . , .-. - T(:
o Sl o . * " Yes Wo -
. ) . .' R a F \ ) o
4, Are. test materials up~to-date? .. . .qete e le eae {4) -
' ’1‘;‘ - y ? - : - "' t Yes( No -
. ’ ' ! ) . '. - ° k] kY ‘ﬂ, ‘a %] - I
5. Do you always read test instructions verbatim? . . * {5)
b., . - ¢ , - " b R , L) . Yes . NO \-'
6. Do you giveé spe01a1 attention to applicants when
.adm;nlstering the NATB or, BOLT teSt? « o v. o o 4 o - {6)
. . . -y Yes\ No. ., -,
. - o R , e " : . )
7. -Are time limits-on tests always.strictly observed? ’ (7)
e e . . ] . Lo Yes No
8. Uid you receive training for the tests which you ' ‘ - 4
have responsibility‘for’ admlnlsterlng? (Explain ‘ .
! in Comments section, if appllcable)g N .. (8)
\ Yes No
( ) . i had . H
II. COMMENTS AND SUGGESTIONS A e
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© . ES STAFF PRE-TEST FORM ; L

LOCAL OFFICE

FORM B-10Q
ES staff -

" INSTRUCTIONS:

P )

P

™

>

. . E ) )
I. FILE SEARCH AND‘GALL—IN (Activity #10) ;

L

=

N How 1ong have you been doing File Seargh and/or Call=-
for the Employment Service?. .

-, ® - - . = o‘o . = Pat
D

P

; -.‘102' . Y.of 2’

P111 in ‘or check answers to the tollowing questlons.'-

Ins

‘ -

108 . . -

N 1

Years ,
. 1.: On the average,. how much time do ?gu speg;d, o f11e ‘ . LT
- ) ' search: Lan Order? . . % . v o el Tettmi e o s s s s (1)
. . 1 Miﬂﬁféﬁr_"éﬁw
2. Is the active appllcant f11e regularly searched ’ #
. - for applicants who have received no recefit service
-and who-ghould therefore be rev1ewed‘forjpossib1e Y .
. - furthex SEIVICE? + v 0t v 4 aie ee e e e e e e e e (2} .
. - . T e Yes ‘WO '
~ " Ifyes: .. .. . . SR > o
a. How often.is this search,of the file - . ,
- carried out? . . . . .t e L. . . .. . Every "2a .
LT s Days - - N
b. Do 1nd1v1dual interviewers search specafled’ :
' positions of the actlve file?. . .+« ¢« 4 sie e s . . (2b- ~
. . ' R " Yes No .
c.. Are t ose appllcents turned.up by file Search - .
. _sent a rtn, letter requesting their curreqt ' '
. employment-status and/or interests?.’. ... .. . . (2c
\m . " ! Ty -‘u') ' . Yes, No
.- .d. Are applicants that are turned up by this flle .
. search cdntacted by phone if tiey do not _respond L ' _
by mail? . . LTSt e T e e e e e e (R4
. .{\ ’ : ' . . B * ., _YEB . No
.. e. If Yes, how sooy after the 1'nau.1im_:g'i'.I e e e e e - (2e
. -« - ' Days .
3. Do you make direct telephone referralsg for‘the "
majority of call-in &pplican®s:who are reéached” . "
by telephone T T T ’ S0 (3)
: e , Yes No «
' y _ ’ + - N - . ‘n
* 4,7 _po you make multlple referrals of applicantes for . ¢ ,
’ professlonal, serv1ce and industrial openings? B {4)
. L .- . v e . Yes  No :
5. ‘If yoﬂ cannqQt reach the appdlcant when. yoﬁ tetmgﬁbne, .
‘do 'you attempt. to obtaln an alternate phone:n er .
. for the applicant and tﬁen call this,alternate : - . —
number.. e e e v e s e tae eee e e e s e e s - (5) ..
Yes. No




L

“‘IIC-J

o/

&

- - 'p . . e T . . Ty fﬂ" \ . x !
. . | "\ _:_£ 3 ' ,
“ i, ‘43” - . 'I'
’ -L . ' " Lo ) FORM B-lo
' " _ ES Staff
- L3 . ' ’ G k . . -
6. If you cannot reach the -applicant by telephone, do you f
attempt to reach the applicant by telegram or by -
mall?a - - - - - - - - " - - - - - - - N - - - - - - - - (6}‘
. » :- LA . Yes No -
7. Approximately how long are application cards kept
out of the file to fulfill the file search and
call-in functions? . fv-. JtW o v v 4 0 0 w4 e e e o {7
) . S Days
+ ’ L . » . ! o ;
COMMENTS AND SUGGESTIONS e
' 'g - ’—'-f
fl f ! ’
p b -~
' 9— . . i
g T :
o : o : ,
f . ’ ﬁ . )
: 2 -4 . .’ -
3 ‘ ) = e
w - L
o ® i .
- ¥, Iv.': ' -' ; + e
. = . t‘ : / e i .
Fl f‘ . '
. L "' " . D - )
<% \ I 3 " ‘
" ) Y -é
\ [ : . ” . -
- - 4 ",.'
r ’ J .
. B | J
£ L] Ll : l .
" ’ ‘ '(h
- ~




" FORM ‘B-11
ES staftf

' ES STAFF PRE-TEST FORM

.- paTE___° | _ - o LOCAL OFFICE

INSTRUCTIONS: Fill in or pheckfansﬁers to the followihg questions.

[
Fl

) Foe r‘-JI
% . s

- - - ’ ,e«lI#‘_ . o ’ .- ’ ! ; ’ )
I. JOB ORDER TAKING (Actigigg #11) L, AT N

How 1ong have you beenfdelng order taking? R
%

1. Do you have access thﬂMflle (eomputerlz_d
or not) of master O0rders?. . % + « « «

a. If Yes; iS the‘ file Current? - - - - - - - - -. L

. 2. Do you follow wrltten gmidellnes for £illing in ., -
. the order taking form? . <. 0. .. ... e
- ’ Yes No

3. Do you follow written gquidelines for filling in
. - the free-flow narrative area on the order? . . . . .
‘ A . . | R & . Yesg, No

. o T T
4. Did you receive training in order taking?. . ..% . .

¢
5. When taking-an\order. : P- E/ - . -’

!

" a, Do you lead the employer through the job orderi
fOI’ﬂl?. o”.o--q-nn-nn, .9--0-'-'.--

b. 1s transcriptipn from rough notes to the - . -
finished form'usually necessary [

* 6. ‘Do'you advise employers of the minimum Wage, EEOC
: requirements, and prevailing salaries pertainlng

to the. openings they seek to f;ll? B TS {6)
‘ N Yes— No
: e ,
s ' 7. .Do.you have written procedures - for dealing with- PlRd
- job orders that contain discrimj atory or e
° unnecessary qualifications?., . g 2 = = = 2 e = = = . (7)
' ' . ’ -Yes' No ,
a, How often do suchqgiscrlmln tory‘quallflcations .
. ococur (estimate)? o
. . one oul-of evei? ordersg(7a)

P 110 |
ERIC | 21' -104- 1 of 2 :
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t

¥

- &

s

¥

8y

Do you_édvige emploYegg of any uprealistic or

unreason

le . job requirements they may have

. specified? . . « 47, ¢ 4 p e
» 1 -, -

1]

- -

- v

. .

P

i
(/_’\;’
- +

'II. COMMENTS AND SUGGESTIONS

lo.

-

Do you pass dé“sighificant inférmation, requests,

and complaints from employers to the employer
repres.entatiVE?i L - L '] L] - - - L] L - - - - - - L -

a

‘ a. Estimate the approximate number of employer

complaints during the last week. . . . . « . . .
Do you inquire if'employers may be willing to
accept trainees fox, an opening?. . . . . . « . . . .

\Ic.

‘Answer the.féllowing only if your office has a Job Bank:

1l1l.

’
-]

a. When the orders whi?h ybu have taken first

appear in Job Bank,‘'do you check them for
errOrS?. - " .= - L - - .- - - L L - - . = - - - -

. .

b. " If yes, estimate ?he.approximate number of ;
v orders in error during the last week.. . «/+.+ .

%

+ L

o

o
L@
-

\

ES -Staff

Yes - No
Yes No

Yes

No.

No

o

(8)

(9}

{3a)

{10)

(lla} ’

(11b)

\‘1




FORM B~12

ES Btaff
',!' . ’ I ' [N
ES STAFF PRE-TEST FORM
DATE . . LOGAL OFFICE
INQTRUCTIONS: Check the,éné@ens to the following questidns. W o
- . . - o o .
¥ -
I. EMPLOYER SERVICE (Activity. #12)' . ‘
. 1.[,15 there a written current overall plan of goals o~
.-and actions for the jamployer cdontact program '
which defines the approach and techniques to be 3 .
uséd and number of employers to lbe reached?. . . . {1)
‘ ’ : S Yed/ No
2. For each sizable employer, is there anm individual ‘
file with adequate information and a written plan - .
{(based on resources available to this facility,. -
need of the particular employer, etC.)?. « « + o ()
I S < sy : Yes  No '
3. Does a comprehen51ve and cyrrent tzckler file ) -
exlst for scheduling visitg? . . . . ¢ o ¢ o o o @ 2 {3)
. : Yes No :
4¢ Are illegal,. discrlminatory or problemrcausing o
?employer practices always 1dentif1ed? “« 4 e e e = {4)
. . { Yes Ko . .
5. . Dpes your LO ase the Job Bank? R I ' {5)
- If you answered yes, are the following reports " Yes No 3
used: . i
+
a. Closed Order Summary? e e 2 e e o o« 5 @ o {5a)
' ! A - ™~ Yea No P
b.  Ofder Verification? . e e e s e s e . v {5b)
. ’ Y i Yes No
c.- }Lpplicant Hiring Patterns? . .'. . « « ¢ ... (5¢)
: ’ ' Yes. ©No
d. Applicant Characteristics and Referral Results -
AnalYSJ.S? FE - - - - & = - & 2w - - & ‘= w9 (Sd)
' B . ) Yes ° ’
e. Efployer Order Histgry Book? «+ o+ « o o « + = o, (5e)
t - ' . Yes No . .
* £, Employer Order History Index by Occupationz. "~ {5£) .
\ : - Yes _ﬁo -
6. Is employer. information disseminated via: ! ’
a. Debriefing sessions with supervisors after -
ViSitS? - ] - .o - - - - - - - - - - - - (sa)l
. v ’ . Yes - No . I
b. Issuance of weekly staff bulletins?. . . . . : . {6b)
' ' S Yes No
c. Mainténance of bulletin boards throughout
the area covered?. . .l = « « « + o« « o « « « .{6¢c)
® ’ Yes No - .
v =106~ 1 of 2 A




. /
g - » ,! T
- ' FORM B-12
\ ) ES staff
7. Are current publications aphd economic data ‘ ' ’
avajlable to the Employer Representatives for ' -
research to aid their contacts? . . . « s = {(7)
Yes ° No _
- 8. ’During the past year have any new steps or t
: ) innovative approaches been {introduced tq attract ~
.o , hew accounts or to get current users to /submit
additional job or@iers that cover a fullpr range -
1 of the occupations in which| they provide employ- . »
. r e ment? a 4« = . = = = 4 & a] @ a2 swos = a 4w = . (8) -
L .- S oo ) R Yas - Mo .o
i a. List and briefly describe any such new
: steps or innovatjive approaches. . '
J
/ -
9. Do you ﬁrite the report on a visiftito an employer Co
immediately after the visit?. . « v e o= s oe . (9)

} . L ) YEE_ No
10.° Waé there adequate lead-time bé&tween the ‘

. scheduling of the V1sit and th actual visit ‘ ' - -
-I date itSElf? - - - - - - - - - - - - L] - - - u& . (1'0)
= - Yes ™. No

- 11. Are you able 'to empheglze the priority programs -

of interv1ewers on your visits to employers? - . {11)
, Yes NG .
12. Do you receive complaints‘from employers about : - )
* their receiving job devel®bpment calls?. . . . . . " {22)
- ’ o Yes No o

‘a. If you answered Yes, please estimate how
’ many complaints you have received in the

@’# past 6\‘ l'l'lOl'lthS = &2 2 a2 = a2 = o = = - - ‘s = (12&)
S e (In the Comments Section please note the P ] ) .
” . nature of those complaints.). * | ‘ i
f LY M P
.0 ;, r *
- IX1. COMMENTS AND SUGGESTTONS - ' -
f - 4 . !
o 4 i .
fi ' % ! ’ *
, . . a, 113
Q ’ s . .
ERIC =107-  ~ 2 of 2 )
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I.'J . ' " : '- .
;.S"- : H ‘ » = L.
"( - ar . h = -
o ) <, ! FORM B-13
S, » BES Staff
- 4 ot . -
’ ' . ES _STAFF PRE~TEST: FO ~ ‘
* . N ’ ce -~ £ Y .
DATE - LOCAL OFFICE 2
* . + F; .‘.- . ‘ ) ' . . . ! ° . . I ;
\I;' A - - o, - .. "
I. COMMUNITY SERVICE (Activity #13) - . - o
1. .What is_{are) the most useful kind of public relations
- material on file for response to-community questions-about *
» the Employment’ Service? Indicate which you curkently have . .
on file. A - :
» 1 ” ! +
o .
, q LY *
- . ﬂ i = 4
o ! y
e e . | g . .
* II. COMMENTS AND.SUGGESTIONS ~ <,
- 0 > I"J;'Ifl -
s 9N ' . ' ’ e
' .- ) ’ 4 . 7
@ o Fd
- T4 : ‘\ “w .
¢
L 4 . 4 n t
~ w " -, 't . ;
i+ v - DJ
‘ - +
& - ’ ) » ’ . . -
H . ! p ]
. it (. ! A
fj{ & ' . » -
, g - ' .
5 : EANG
h r . ‘ "
_ / ‘
i v ' {
. . 4% ~108- .
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Ic.

FORM C:-

Who Fills In:

-+

~When:
-

Measurés:

LOCAL OFFICE MANAGER PRE-TEST FORM

Desoription in Brief N

The local office mandger {information on
some activities may have to be gbtained by
the local offlce manager f£rom the central

'office)

Once, during the survey week.

The qualities of the specified local office

or central office activities. In addition,

Form C contains questions on certain office
statistics dand general operational data-

(e. gi, Btafflng, area unemployment rate,
etc

bl

&




" DATE

. \‘ . . %
”~ . ’ \\‘ * A
. ' ’ . : ’ ’r ‘\ * . *
< o T FORM o . ‘x“
. o I Local- Managé?%&ﬂegrvisor

v ) ’

LOCAL OFFPICE MANAGER-#RE-TEST FORM '
. 1* .

INSTRUCTIONS:

3

Al

o

Fill in answers to the following qQuestions.

Vi

'
F.)

'OFFICE STATISTICS . _ Loe | o

1.

3
M

< 32,

LY

‘Hotw ~many positions assigned to ES (Titlé'III only)?

® What is current unemployment rate in the local

area (city or county)? T ~'%‘ s

e For your area, how have Major Market emplqyers
. been identified?

L

Y Y
. : ' establishments of over
® How many Major Market employers in your area?; .

¢ How man¥ of the Major. Market employers use
the ES? - - - - - - - - - - - - - - N - - - - _‘.‘ -

d ™
H

Indicate which Job Bank reports yéu receive.
[ B | ' -

hl

For Non-Job Bank

‘Select, at rapdom, 3d)open Job Orders. compile for each
Referra%f,.OPenings, etc. on. the form following.

o
"

. _ . ¢ v .
Please attagh an organizational chart for the local office. T

\ e

3
1
kY
A}
Y
A1

3

1
1
1

. pogitions

__.__.emplpyees °

. AN
LI
'116 : /'
«110- .
R 1 of ‘14"

e

| - *  LOCAL OFFICE_,

S

\

%

1
A1
k]
LY
A1
I
A ]
1
T
1
*

\
3

-
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] FORM ¢ &
local Manager/Superv&Jsorﬁ
LOCAL OFFICE mnaGER PRE-TEST FORM fﬁ‘&\
DATE : 'LOCAL OFFICE %
. + i o i p
S . ' No. of A ;
Order Taken MNo. of . No. of, No. of Referrals with no ¥r-"
on {Date) - Openings Referrals Made Placements Made verified result w4
- - ’ i ‘:‘:::::If"
\. .5"‘.-?
- - ‘%
-
F] w ] v, N
; - . m;:;-bé
\T : -3 A
10 — L\ / , - =
\L 3 - I
- \\\ _
15 ¥ , = *
= P i - »
€> : li -58 Pl
' - r o
2c- - %
. 25
- I
.s -Q.‘ il -
30—— — = \ ;
- é‘ - .
- - & ; -~
& ’ 1 1 7
b Yy
Q - ' \
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‘ : S _ " PORM & '
1 v k Local Manager/Superv1sor

s

. : LOCAL OFFICE MANAGER PRE-TEST FORM -

h b . L]
DATE - BRI LOCAL OFFICE ,
INSTRUCTIONS: “Check the answers to the follow1ng questlons. . o

: I. RECEPTION (Activity #1) N . ' S "

1. Is the location bf the receptlonist placed so that &
- . . all persons entering the local office must passthe -
.reception degk?. . . . . ¢ 4+ 4 & s 4 2 2 2 s = m = = (1)
. : . Yes No
2. 1Is the reception area welcoming? . . . . . . . . . . : (2) oo
. . S Yes No .
3. 1Is the reception area well equipped with pamphlets ,' -
.on ES gervices and on other agency services? . . . . . {3)
' B . . . - Yes , No
: 4 : L
i 4. Are new applicants informed of: -
a- JIS? - - - - - - - - - = - - - '- P - = - - - - - (4&)
i Yes . No
ba JOb. Sear-Ch LibrarY?- - - - - - - - - - .. - - -. = ’ ’(4b) "
Yes No C
e, Othér'services provided by E§5 . e . .{. s e e . - " {4c)
. ' Yes No
d. Veteran Preference folicy? C e e e e e e e e s (44)
P . ' Tes No
e. UI claims possibilities? . + « v v v v o o v « « . °  «(4e)
L _ N - Yes No - o
£. Current labor market' information?. . . . . . . . " (4£)
e . , ( Yes No ,o
d. Other (pleasg indicate)? . . .+ . . s s 2 5 = x = » {49} N
b . . Yes No - :
‘ N - -
5. What form does the above orientation of new
applicants take? .
a- Verbal?- - - - - - - - - - - - - - - ‘ - - - - - . ' (5&)
' Yes™ WNo N
B- 'PamphletS? L - - - - - = L " = L - - L - - - i (sb)
118 e F . .. Yes No' - .
o . i . ' L.
- ERIC ~112-, 3 of 14
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é. E:ilm Strip? L L] - L] - - - o“ L -. L] - - [ L] . e .o
) - . _ . Yes~

d, oOther (please.indicate)z e 2 e e e e e e e

L ' v\ Yes \,ﬁo

4 '

s b

Is a taily kept of everyone who is received? . .
. ] ' - : . Yesg
Is a list of interviewing, counseling and testing
appointments maintained on a daily basis?. .. . . . .
' - Yes
A .

 COMMENTS AND SUGGESTEONS,

1,

II. APPLICATION TAKING (Activity #2) .

l, Is the sélf—application method used when the

applicant is capable?. . . . « + & &+ ¢ 4 ¢ 4 0 0 .
v - ; v

If you answered yes: "

Are there visual aids and/or examples‘of

completed forms to assist the applicant? . . . .

a.

£ - L3

Are there sufficient facilities available for
the applicant {such as convenient desk space, o
pens, etC)?. ¢« ¢« + ¢ 4 s s e s e 0 s e s

. If partial applications are taken on the following
-applicant types, check "Yes"; if full applications
or no applications are taken, check "No": ,

fIf your‘pértiﬂl applications differ from the ESARS
description, please explain in the Comments section
. \belowd - . . . '

, .
.

aA. Applicants who choose to use the JIS?. . . . . .

™

Yes

* b. Youth sq?king only summer work?. . . . . . . . .

TranSiéﬂtS? L] L] L] I. L] L] L] L] L] L] L] L] . L] . ' L] L] L] L]

-

c.

- - t
d. Casual labor wOrkers?. . « « o + o o o o o o o

T " 119

-113- 4 of 14

No »
n -
No
. X
., 1)
No
(Xa) -,
No e
~(1b)
~No - .
{2a) .
No
{2b}
_No
(2¢)
No o
(2d)
No g




TIX.

- first Visit to a local affice? . . . . . . .

q."Applicants on temporary layoff with apparent

[ bo Dilgagy'a.ntﬁggd? b. '.. . .b - - LA .

-

e. Domestic day worke¥s?. . . « « « « « « o s

e ' ' s : '..
£, Apblicants referred to a job opening on their

A Yes No ’

g. Persons ngi ting the local office only .for
,.test;pg n a Specific qu;tude Test,Battery? .
. Yes No

employer~attachment? * o s 4 s s s s s s s s s » .
, . Yes WMo
t ' et \
-If Full appllcations are taken on the following )
‘applicant types, check "Yes"; if partial -

appllcatlons or no anl catlons are taken, check
"No": )

a. Ve'ﬁeran? - - - - - » » - - » - ; [ '.. .. - - » .

‘ do ,-HandicaPPEG? . ® . o L N S I L D D T D L

a. Applicants who néed additional service?. ... . ..
° Yes No

e. Applicants with skills usually in demand for
which there are no curreént Openlngs? * s s e =

" : Yes o

Is there a periodic review of the appllcation cards
on file (or a sample, of -these) to insure .an overall '
adequate quallty?. © e ® e 4 s v e 8 s o mre e e e w .

- : Y. . Yes No

COMMENTS AND SUGGESTIONS

REFERRAL INTERVIEWING (Activity #3)

1.

well-spaced {ox partltloned)?. © e e s s sge v e e s

Do referral interview supervisors receive dailx
reports of referral results. for this unit? . . . . .

Are referral 1nterviews conducted in an area tﬁa;
is well-lighted, free of distracting noise, and
Yes No

\\

120

-114~

¢ : . 5 of 14 ¢ i : - »

(29)

(2h)-

(3a)

(3b) "

(4)

(1)

(2e)

(2£)

(3c)

(3d)

{3e)

(2) -




e

Iv.

v,

\/“

a. If yg?‘fdo they Qs? it to monitor operations?.

f oo 'j’ ' ) \-'
Do Job_Bank listings arrive on time? . . . . . . .

a wm s

j' -
-a. Please éstimate how mahy times in the past year
h these listings were.not available at the start
of the day T T T T T
* . " \ N -
4. How many order lists or viewers are available for
referral interviewing? . . . . . . . ., . . . . . .
a. How many people normally perform referral ;
interviewing?, . . . . « ¢ ¢ ¢ ¢« . e 4 4 e v .-
&
5. What % of JOb opehlngs are filled from using job

order forms? . - .

L]

COMMENTS AND- SUGGESTIONS

v = - - - - - . = t- - - . - - -

R

'

' JOB DEVELOPMENT (Activity #4)

*
* .

Are Job Development contacts noted on a Record of °
Employer contacts? . . .+ .« + ¢ « + s . . . ale . s

i)

1'

a. IZ the above answer was Yes, how many Employers
. were contacted in Epe last calendar month? . .

Taking a random sample of 25 application caxds -
from various sectigns of the active file, how -
many of these cards”indicate that job development
. has been performed?. . . . « « ¢ 4 4 4 . 4 .u 4 4

,“GQMHENfS AND SUGGESTIONS - T

)

, _ L . r
JOB INFORMATION SERVICE -- JIS «fActivity #5)

1. ‘Do you have job listings in JIS? . . + . . . . . .
- If the answer to the above is "No", skip to
Section v?? '

2. How are listings of_bpen,o;dérs sequenced:
Alpha by occupation title? . . . . . . . . . .

121

6 of 14 .
| ) SERE

+ as

-115~

Y

- (2a)
Yes { Ho- o
. L3,
Yes ' No
T 2.
N *(3a)
QImes )

(4)
List/Viewers

-

- (43) o
PBQPIQ P .
. ‘3 (5)
o~ ol
. (1) 1
Yes No
PR (1a)
. ’ {2)
. (1)
Yes No
¢ )
. « (2a)
Yes No




Ca b ) ¥ N - ' ‘. ) FORM_C -v
. B * . I ‘ ‘
b 3 . L ) “k. . . *
’ b. Alpha by location? ... . . . . . a .~' - : (2b)
. \ : ?’Ef No .
ce Aipha by occupation title and salary?. . « o s, f26)
= ' .Yes No
’t\ : ) - ) . r' ' . - “}:“ -. . ‘.
- d. Other (please indicate briefly)?/. . « « <. « o o . , (2d)
ol « . ) " . © Yes No = - ’

3. Are schools and community agenc1es receiving’ current )
_ job llstlngs? T T - (3)
e - . - ' Yes No '
) . . . k . ) .
a. If ges, how often are these materials sent to _ .
these orqahlzationsx daily? meekly’kmonthlyz. .. ' (3a)

b Specify.
4. Do these organizations bring'their clients o N
student§ on visits to the local office?. . . . . . . = (4)
D < ‘ : ' ’, ' Yes . No

f“q. "If yes, when did the %ast such visit occur?. . ..

b ' ~ (4a)
. % * )
5. Do yon check on applicants who have had multlple - ‘ /
referrals ﬁxom the JIS without placement?. .. (5)
s . . “ 935 ﬁo
‘;6. Is one or more persons assignbd to monltor the JIS’ # - 2 (6)
o Yes o . o
- ,\uql ‘ o S
COMMENTS AND SUGGESTIONS - . . W - R
L .« s . ‘ ) - . . , T J
VI. REFERRAL CONTROL (Acnvi,tz a6y . - o '\
1. What is the peak numher of referrals approved per _ .
daY? L «'a - -« va - - - - - - - -« & Ta - - - -, - - (1) -
- : ' el . Referrals
W ' : . <
, @. On these peak days, how many people work’ ou . K
referral control simultaneously? » . . « .+ « « . {lay
.o Paople
: A
- © b, if more than.one person works on referral .
- control, is each individual rosPonsible for"
different gections of the listing of open I
Ol.:ders?. -h - - -« a_ m L] - - - - L] « e - - L] - - (1h)
‘ Yes- o
2. Does the\superv1sor periodically evaluate: - :
: postings for legibility and accuracy?. R (2)

) . 14% -116- 7-of 14
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. . ies - No

*
-




. T M % . . . .'fr—
T . . . . FORM 'C
. g ‘g ‘4 - ) . - - . : P
\ a._. If Yes' how Often? « o hé e e » .&‘. I . = = .-‘ . . . ", (23}}‘3‘
B 'Are forms used for change control? S 3y
e Cal . , ' - 'Xes No
L s Are key changes to jobh orders (changes of wage -
) - rate, employer address, etc. ). recorded by referral o .
+. - control staff, so they can inform interviewers . -
- " who request referrals on such’ orders?. « . « + + « .- . (4)
: , Yes No '
5. Is an audlt periodically performed to compare * ) .
the interviewer number (station and desk) of -
each interviewer réquest;ng a referral with the <
- interviewer number listed on the corresponding ’ - e
ES Appllcant-Refexral form?. B T (5)
« o a. vayes, how often is suchfhn audit performed?. . e -i(Sa) ~
* * i T -
"COMMENTS AND. SUGGESTIONS . .
1 ) ? ' . ]
0 + £ I . . ‘g;‘ ¥ ) a .
. ‘-P.’ ' ' ! . N ’ } + ’ ’ i
: ' ) ) * i v ﬂ \f ’ - LT
' ‘.“’II. REFBRRAI. RESUI.T VE,RI-HCATION/ORDER VALIDATION (ActJ.VJ.tY #7)
- -
\ e 1. What % of refernals remaln unver1fied24 hotdrs - . .
. . ‘after the date of the appointment? : s v r s e t {f;l'
F ' 2, Are employers regularly gbntdé%ed regarding:. , , o
. L ’ o * o, ‘e K
_{" ’ ‘ac‘ Aged OrderS? . - - .t”c - a - u’ - .t - - - - - : N > (23)
. o Lo Do ¥ - ‘ r ' Yes No
' “ &5 . it A . o w . ' 1
b, K ‘orders in othér. han Open"states?: e s s o e s + (2b)
* R F LsRanestt % L
- . ) @' ' s - I . ’ :
. T Ce Orders contalnlng qpﬁerlflea rqu:rals?. « « s = e . (2¢c)

s C e . .. Yas No

9

a ' ‘“(Fdr each Yesj please indicafe how often)

" L

-

S 3. Do‘you follow an estahlished procedure that

Qgsures that.all wverificatians and validations .are T .
. ordinated By emplover .to mihimize the humber ° . :
R of calls to thefemployer ame 4 e s ee e e s e . - . (3)
R . e _ L : Yes No
™ . ‘ ) "’:’“?" e . . - o
- a . \. * I e Y ) » B - i * -
» . * . 'r‘\_p' . .
Ll [ . ".‘.12b3. i. \/ g _ , . i
B T




o
&

) 4. Do referral: nteruleﬁers ‘and/or copnselo s normally '
s . verify the résults of their referrals° I (4)
- . i S _ Yes No
JOB BANK AREN ONLY? ' SR B B
. ) el . T4 ) ' 3 - . - %
- + ™ " 5, When an order goes into referred statusj is é£2
. employer contacted and asked if he will accept more

‘d - referrals? . . . . T S R S (5),
S 0 oy : P . . Yes No
- .§ T, . K “ . : ] . L3
fee -a. 1If yes, who contacts the employer? . - g !
- PR . (5a)
' '.6._ Does the verification group have: o ‘ .
- :‘-..‘5 . -
* a. Complete, records .of the émployer’s job orders
’ ., - and assocjated referral transactions?. . . . . . (6a)
5 <. ' .o S ' . Yes No
'ﬁ "_ & - . . - ’ I
b. Employer telephone numbers readily available?. .__ (6))
' . : ' : , Yas No.

+
-

P COMMENTS 'AND SUGGESTIONS

]

N S

$ . ' ' .

. v~II. COUNSELING (Activitz_#ﬁ) o

“»

o

.o 1. When it is determined that an applicant will
y i require several cdunseling sessions,-is the :

~~ + applicant 3951gned as caseload to an individual .
c o counselor?.i e . e e . e e e e e e e e e e L (1)

L

2 . 2. Do counselors have at least the State 8 minimumz;f' : i
- required, on-the-job traifning?. . . « . « o + o o o = - (2)
M oo - Yes No :
v , COMMENTS AND SUGGESTIONS - S - f
a - )
0l ) - L4 " ' .‘ B * ’ -
1x' TESTING (Activity #9) - .. Y. . o
I . S ' .
1. Do you use geparate rooms for apparatus and paper
and pencil testing, or are these tests administered
s * in the same room at different times? . ... . . . . . (L
N . T ‘ , Yes No :
. . . ’ - ) [
. T, 2. Are all testing areas without telephones?. . . . . .__. - (2)
- : : . .. S Yes . No
-+ b X - ’ . ¥
‘ o, TR g o 3¢ 0

i = " - . .




FORM C
- o _
3. Are all tests and instructional materials "(e.g.,
- forms, booklets, scoring keys, ekg.) always kept
under lock and Key?. v « ¢« + « « + « @ « & & o« ata = {3)
g Yes - No ¢ -
4, 1Is an inventory of restricted test materials taken ‘ ‘
- at least ONCe a year?. . «'e« + + « » « « « « 4 & » « . - (4)
. . ' ; Yes 'No *
. 5. Do the, following maximum ratios characterize your .
local effice. -
" 4. One test administrator to 10 examinees for
" BOLT and GATB pencil and paper tests?. . . . : . < - {5a)
T ¥Yes No
b. One test administrator to 6 examinees for NATB ( C
tests? - - - - - - - . - . - - - - - - - - - - - - ) (Sb)
- b s "o ?EE-— NO
€. One test administrator to 5 examinees for o t
apparatus testS? - - - - f - - - - . L= - - - - - - ’ (SC)
) o . .\‘ Yes No -
6. If needed, are tests admiqistered in lan ages
_other than English?. . . e e . .\;‘;jr « e e . (6)
. * Yes No
7. 1Is the scoring of tests done more than once? « & o« « . - {7}
) ' B - Yes No
1¢ you answered Yes: o ’ _ .
"a. Are they scored by different individuals?, et - (Taf!
’ ' Yes No
8. Are test record cards for an applicant retained for
at least 3 YearS?. [ - a_, 9 - - - - - - - - - - - - - . ’ (8)
. : : Yes No
9. Are test papers for applicants who are 40 or more
but less than 65 years of age, retained for at
o least 1 year?. . . « ¢ ¢ v s « ¢ o o s« « a « « @ = . " {9}
. - e ¥ : Yes 1Mo
10. Are up-to-date research reports on the development y
. of specific tests made available to employers and _ :
to staff when requested? . .. . . . . ¢ sse . o« o - . {10)
* ' ; Yes No -
11. Are SATB tests always given to the applicant in -
_ time for the results to be used in the selection
for the job fer wﬁich he was tested? « @ e e e o4 oe e 0 {11) -

Yes No

1

125
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asnrt

FILE SEARCH AND CALL-IN (Activity #10) .
. - Voo . .

1. Are veteran's applications given the first pass in
- file search? .. . 4 . . 4 st e 4 e 4 e e e e e .

2. Are active applicant files reviewed at least onte
a month for removal of the cards of inactive

applicantS?- L] - - - LI | - - - - - L . L L L - - L] .-

I

3. 1Is éhe telephone usea to contact applicants? . . .

1&-'

If you ‘answered Yes:™

a. Are call-in contacts made after business
' hOUrsS? . & o v v 4 o 6 = &« o o s o a; s o o @
. ’ . ' i
[y ! ’
b. What proportion of the call-in attempts are
made by phone’ s 4 e s e s e e e s

O - - " ®

4. “Is telegram or mail service used to coﬂ%act
applicants?. # e & % s a2 % % s s 4 s s s s s s e

T
.

If you answered Yes:

a. Do you send a " £ orm” letter? e e e s s e s e
v +"

b. If the applicant iﬁpbelné?contacted for a job
referral, do you stress' that a referral to a
specific job is being considered?. . s s s oes

; " . \\ — .
c. Do you request the applicant to promptly con-
-tact the local office? . . . . . ¢« v &« ¢ o« o &

t

5. Are application cards poste# with the call-ig
information and what the applicants response
Was, if anY? - - - - = “wr . - - - - - - - L ‘ - - -

COMMENTS AND SUGGESTIONS
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FORM C
Yes 33}
LY
EES No
‘Yes No
Yes (o]
— 3
LW, ¢
Yes No
Yes No
Yes, No
Yes~ No
Yes . No




’on.

FORM C

JOB ORDER TAKING (Activitz_#ll)
1. - Do tight control procedures exist to prevent loss

Of OrderS? - - » - B - - - n - - - - - - L] » L ] - -

Yes No
X

(Explain below in Comments and Suggestions) ‘
Answer the following nly g& your office has a-Job Bank:
2, Are .all orders submitted to data processing by the
- . close of business each day?. e s 0w oe = e o 4 e e e .

' Yes No

. ; -!._-..\
If No, explain below in Comments and Suggestions

> . COMMENTS AND SUGGESTIONS

_ XII.

ey

EMPLOYER SERVICES (Activity #12)

1.

~Are steps taken -to insure that all covered Federal

i

contractors regularly list all their openings with
the ES?. . . . & ¢ ¢ + ¢ » ¢ e e b o v 0 e b e o .o

.. ) . ‘ - Yes
How many new covered Federal contractors have
Yisted openings with the ES in the last three
months?. « * « o« « « o« = R R B

+

a.

A

Is current comprehensive employer information

~available (e.g., files of active & inactive - - ,
employers by name)?. ;/f e e e e s e e s e e e e s .
. Yes

Is there an‘*active and current program to ¢anvass
employers for job openings?. « ..i '« o o o o o @ .?35—
a. Approximately hoﬁ'many employers were .contacted
in this fashion in the last three mofiths?. . . .
Do referral interviewers and order. takers ﬁ;;e

access to and use the employer representative's
employer £iles?. . . « & ¢ ¢ 4 4 0 0 e e e e e e .

[

Is each employer you deal with assigned to a
specific employer representatiVe?. « o s, 8 5 = = e @=
P Yes

How soon after an employer representative 8 visit

%o an employer is that informatioh made available

for general distribution via a debriefing seasion? .

No

" No

No

No

=121-. 12 of 14 127
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(1)

{(1a)

(2)
(3)
(3a)
(4)

(5)

(6)




\‘TQ

- o 5 FORM C
; '
- L " - \.‘/ o : i
7. Are interviewgrs actively qgi cofitinually ~
- encouraged to seek out the information developed .
by visits to gmployers by the employer repre~ )
SentatiVES?". r n LI - - . L] - . " L] . L] . L] L] L] " . ) (7)
. - . , Yes No '

8. Do'individuals doing job-order taking and réferral- <
result verification regularly receive the : .
information develo from pmpleoyer visits by .
employer representatives?. . . . + + « < 4 . . .. . (8)

' S - Ye5 fo

COMMENTS AND SUGGESTION& . , j

ﬁ
. N
X.YI. COMMUNITY SERVICES (Activity #13)
; T - V2
'l. Do you provide regular radio broadcast announce- '

‘ments and bulletins? . . . . .« + . v o 0 o . ie . (1)
‘ ‘ * ' : Yes No -

, A, .

2.. Do you provide regular television broadcast announce-

ments and bulletins? . . . . 7. v . 4 i Y e . . (2)
: T . Yes fo ..
3. Do you provide regulép newspaper advertigementé?'f . v .; (3)
_ " : Yes ' No -
g . :

4, %oes the Community Services representative make
re%glar labor market and economic inf&%ﬁatibn -
ma 1 ngS?. - n - - n .. " " - - . = .tl@i ;". ‘e n . L] * . (4)

\ . 43 _ Yes No :
5. Do ypu receive and acéept'apeaking redﬁests from :
' the comunitY? - - - "- - - - - - - - - - - - - : L - e . (5)
: ° . Yes No
. . . ! . - . & ! N R -
6. Do you initiate/schedule presentations to various
groups, describing ES programs and labor and
economic conditions? . . . ¢ 4 e % 4 4 v e s e e W (6)
' i I Yes No .t .
7. MNumbér.of speaking engagem#nts and present&tions t
) - - during the past Year. - - L i. - L - - - - * '. . ‘. - . - \ ) (7) i

8. Is the ES represented on tﬂe local Manpower

COI.lnCil? [} [} - LI L] L] L] - L] - - L] : - - - LI L] - L] - (a)t
: 1 _ Yes o

9, Do you train government, sacial agency and o
community- agency personnel in ES programs and
OP'e:atian?o L " . " - - L - L L - - : L " [ ] - L " L] (9)

. i Yes No
128
s . . s . .
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FORM C
: . ‘__”/_J\_ ’
If Yes, what is the
a. Approximate number of individuals trained in )
the_ paﬂt Yea.r? . L] L] ] L] . L] . . . . L] L] ) L] L] ] ] (9&)
. 0. Are you in contact with the labor unions in your
: area?. 'l l . . . L] . . . - - . . - . '] . - L] L] - L] L] (10)
_ Yes FNo
B a. If ves, what number have been contacted in ’
the paBt mOl'lth?. e 8 e e . . . . . . . . 8 8§ s = e (10&)
COMMENTS AND SUGGESTIONS !
,
¢
7
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~ - .
[ % .
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s . )
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d. FORM D: APPLICANT FORMS \(D-1, D-2, D-3) |
Descriptioniin Brief .

Who Pills In: A representatijive number of applicants who Ty
have receivedigervice -from the local office.*
The Applicant Form Distribution Chart, which, ‘
follows, indicatgs how many of each form type. .
are to be made a ailable in each of the four
specified areas eaq& .day.

! ) " If the stock of forms\ in an area is exhausted
before the end of the ¥y, NO more are to be :
added until the beginni of e next day; but
that amount is to be addeqd whether forms are
left from the previous daf\or not.

/
the Local Office.

.~

When: Immediately paior to departi

Measures: The quality ﬁf cértaln Local O ice activitiea.

sy -
«

*Applicants are asked to £i11 in these forms on a. voluntary .

basis by the persons serving tliem at the Referral Interviewing,
¢ Counseling, Testing or JIS areas.

130 . -
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APPLICANT PORM DISTRIBUTION CHART (FOR FORMS D-1, D-2, D=3} ...

MONDAY TUESDAY WEDNESDAY | THURSDAY '{. FRIDAY TOTAL
' 7
INTERVIEWER ‘ ‘
(FORM D-1) -, 100 25 25 25 25 200
l:' =
& CQUNSELOR - . _
% (Pord b-2) 35 10 9 8 8 79
TESTING
(FORM D-2) 5 2 1 1 1 10
4 718 - g ' )
LS M D-3) - 25 ~ 7 6 6. 6 50
165 - 44 41 40 40 , 330
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. 1 -
L8
F) y :
© o FORM D-1
. . . : Applicant
' . . -Control #1_
/\> - ‘APPLICANT FORM \
e + - ' . .
DATE LOCAL OFFICE
) ! ,
INSTRUCTIQNS: Fill in or check answers to the fallowing questions.
¥ b . :
3 1 , . < .
- ) \ -
SECTION I (Activity #1) /f'
Did you talk to a person at the reception desk?. « . . ‘ 'ﬁ‘”
If you answered No, skip to Section II. Yes ﬁaﬁ«
* . -A%
l. How long did you wait to talk to the person at ) ,
" the reception deskﬁ:/ e s s s s s e as s e s - (1)
_ﬁ?ﬁﬁféE"“
’ 2. Were you given a reasonable estimate of the time
you would have to wait to talk to the person
at the reception desk? . . . & . & & o &« ¢ o « = = = {2)
- - ' Yes - No
3. Was the person at the reception desk friendly? . . . : i {3)
, - Yes . No
4. bid the person at the reception desk help to
direct you to the right service? . - . « « + « + « & R )
. - _ . Yes No
5. was it easy to find where to go in the office? . . . (S)
. Yes— TWo
6. If the office had signs, were they easy to rea&
and did they give directions that were easy ‘to
f°1IOW?¢ uxuﬁououuuuo.-.o. (6)
- No Signs Yes . No .
F—— \u
SECTION II (Activity §2) )
Did.you £ill out part, of#our owm application card? .
If you answered o, sﬁip to Section III. ., Yes No
N A
l., t#ere there samples of filled-out forms? . . . . . (1)
. ’}; Y
» If there ff{;' were they clear and easy to Bee? . T
Was the application card itself easy to.read and
ga fill Out?-;- 4 4 & 48 B2 & & & © & & & &+
132 | ¥es
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4z

*

wWas help avallable to you when you filled out
your application form? . . « « . « . .

How lpng*did you have to wait to have your
application card completed and reviewed? . . . . .

.

(4)

No

. (5)

~ 15 min, Onwm
. orless Mifiutes
.6. Was the area provided for filllng out your .
applicatlon card comfortable° B . (6)
. ' ' 5 No.
7. Was the area well lighted? . . . « /v & ¢ ¢ ¢ o = = ; (mn-!
- N Yes No
L/ o
SECTION III (Activity £3).
© pid you visit with a job interviewer?. . . e e e e e .
If you answered No, skip to Section IV. : Yes No\~ :
¢ 1. How long did you wait for the person doing job’
interVierm?. - LA L . . . . = - - . = - & - L] - L] - (1)
, 15 Min, Overl5
- or less }ﬁmma
2. Did the interviewer understand what you were .
N 1°°king for? . & & . » . @ . = & - - - = . 9 - - s (2’
Yes No
3. Have you used the kmployment Service before? . . . . (3}
. - Yes~ No
4. Would you return to the Employment Service again?. . i (4):
- a. . Yes No '
| 5. Did the interviewer encourage you to call him or -
her if you have any questions or problems? . . . . . (5}
! , Yes No '
) 6. “Were you referred to a job?. « ¢« ¢« ¢« ¢ o 2 ¢ 2 2 = = {6)
. - Yes~ No '
. . If you answered Yes: .
a. Did the interviewer-discuss-wi ou the < _
arrangements made with the emplofer? . . . . . . {6a)
/ ‘e : EEB O\
b. Did the interviewer instruct you to report
the results of the. job interview to the
10931 OffiCE?. ¢ 4 e 2 s 2 e & & & & & B & & = & (Gb)
: N Yes~ No
. : LS X .
c. 'Were you given a referral slip to take to your )
Q :
« job interview? . . . P T . (6c)
ERIC . : . "133"° Yos \
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L%

3

o

*

male’ female

Employed? yes

- no

under 21

Weekly salary’

Present or laét job held (title)

-

Job desired, (titie)

SECTION IV COMMENTS AND CHARACTERISTICS

The person completing this- form is:’

21-40

:-"

over -40

,a.\

{

® ‘heed a job

Y

e want to find a better jéb'

’

éﬁme to pick up an unemployment check

Why did you use this employment of%ice?' Chéckfall Ehatiapply:

° rec%iged a.card to come in . . )
o\receiveﬁ*a telephone call-;p come in . - -
e came in with a friend _ o
e was in the area and decided to.drop in, _ g
.e other- = o\
\
m '\\ - . =
\\{ -
N
3 ' ’
- N o
' %
- I LS
‘3 1 3 ” . .
. ﬂ 4 ; « _—
- -’ ) -

=128~
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S I : ¢ FORM D-2".
. ' Appli¢ant
- Control # :

. * . - %

- " APPLICANT FORM

_ DATE - o S LOCAL OFFICE

. - INSTRUCTIONS: Fill in or check answers to the following questions. 'f
P — — 2
- |. SECTION I (ACtiVJ.tY '#8) mo ..
N Did you talk to a counseloxr? . . . . e = 4 e v e 4 .
AN [ TIf you answered No, skip "to Seition II. . ’ Yes No ,
1. How long did you wait for,your counseling
‘ inteerEW? [ - [ b’. . - = [ [ - - - YA. - [ - - . - . A (1) . L
p ~ Over 15
7 \ ‘ o Toae Wi,
2. Did the counselor help you in your attempt to .
. get .a job (o tralnlng)? Cr h e ee v e A {2)
{" " . Yes No \|
’ , 3. Were you sent to be tested?. . . « . . 4 . o 4 o u (3)
If you answered No, Sklp to Section II. Yes No
) . . v
" @, Did the counselor explain to you why you ' ,
o o needed to be tested? . . . . . . . . o0 e N t3a)
' . . o a Yes No
. . - i} . .
a, — %

SECTION II (Activity #9)

« = - « = -

) D1d you .take a test? . . . . . .
- 1f you answered No, sk;p to Section III Yes No

. 1.. While you were being tested, was the tqgt

) area free. of noise and distractions? o e oo s ) (1) .
- ! . ¢ Yes FNO'

. : by - . *

P 2. Was thereé good lighting in the test area?. . . . . * (2) »
. ' . Yes MNo -
' 3. Was the temperaturg¢ comfortable in the ‘ .
. test area? T & & SEw s 8 N s W & & @ &4 € 2 W & s «© & * (3)
L i - ' Yes No .
. : ) ~ .
- - 4. Did the test administrator explain the ‘
' purpose of the test to you?. . « + &+ « ¢ ¢ « o & «_ % (4)
: . ‘ Yes Yo
5. pid the. test administrator check your ~
practlce questiOnS?- . = " ’ R (5)
4 X Yes No .
. 6. Was a teeE administrator available to answer
- questlons while you were being tested? . .". . . . (6)
Q . . 1 35 Yes No
ERIC - a | -129~° . liof 2 _ % .o




L

. LY H
S . @ ) FORM D2
Fl - . | | k. .
7. 1f you used a test booklet was it clean, with B
no markS?. - - - - v s - - - . - LR + s s - - - (7) ‘ *
. : \ : - Yes No
" 8. 1If you used a typewriter .(or other test L
equipment) d1d you flnd it in good condition?. . (8)
%w Yes No - ‘
‘ LY - . -J
% ) ' . - . '
SECTION III COMMENTS AND’ CHARACTERISTICS R {
The person domﬁleting this form is: ’
male female__ ; ‘undér 21 © 21-40 ovér.. 40
Employed? Yes . No N\ . “ ,5%
Present.or last job held (title) | Xy .
Weekly salary L -
,-Job des:.red (t1t1e) , . . N )
Why did you use thls employment office? Chgck all that apply-
v o - .
® need a Job N " |
-7 o want to ‘£ind a better job ¢ . ' ' ‘
® came to pick up an unemployment check .. ﬁ
; . . _— . % +
" ® 'reCe:Lved a card to come in A
® received a telephore call to come in )
@ came in with a friend o ' ’ © K
- . ] ' . ' ' r
® was in the area and decided to drop in
) L] Other . ' ~ - :vr} -
— - — - Hia
. » ' r| *
" . & ?., ;\. ' v L] I
x } ) ' " .
; - ! .
M < " ' ' ﬁ
. 3 4 N B . v i
. . .
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" INSTRUCTIONS -F

Voo ... e

'ﬁ%PLICANT FORM

L]
'\

Rl
., P

L

4

| LOCAL OFFICE NAME

B —————

L4 v

PORM D<3

Applicéants .

control ‘i

14
[

in". or‘check answers. to the following questions.

|sscw10w I (Act1V1_y_#5)

-

Dld you flnd the areq well llghted?.'. L r‘q—;‘- AN

E - ~N

. B

]
3

‘a. Dld you'find ‘the area pleasant?. .

"

o

n~
.o

o 1
Would you return to ise tl

Was there someone availab
questions? . ..¢ . .. .

L
-~

pPid you notice other materials besgides the ‘
printed job iistings ‘that might be useful in
your searcﬁ’for 2 JOBP? « v ¢ « ¢ v e & s 2 o »

w

¥

Were;you able to write a job selection
‘(trouble’ .“. e e w e s s

L -

o

Ll
LJ - -

'

: ‘ \ .
Dig you find the material you wantsd?. .

- -
3

1«-

1is.serviée dgain?...s

le to answer- your -

t

a. 1If you did see other materials, ’

did you use them?. .

L]
- ’

with no,

Which materials?

A

‘1

" pid you use any ﬂob_liétings?, B T

-

1f you answered No, skip to Section 11.

- *Dld you flng that the jOb listzngs were easy

toread? » & & =« ® nnm‘n - =

>

F] . - ) . . >

LJ -

137"
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P -

Yes No
. _ ]
Yes NG
Yes No
Yes  fior
Yes Ng -
Yes Mo
Yes No
v
-Yes No
13 .
Yes  No
Xes No




v , S
% . R
i .Q.,"- \ R . )
. . o P ‘ o FORM D-3
S b. - Was the list of jobs. cléarly prlnted so that .-
I. “ ; 1you could easily read them?. . . .. . ¢« « + « w v {(7b)
o, T : C - o e ' Yes - No - . .
) . l . o ; . . x
I c. Were the’ descrlgtlons of 3obs easy 0" . . s L.
v Undei'stand?. - = ) .- * * a . - * a ® ® 2 = - - - i 1 (70).
! . . . . ‘\ ‘ .. Yes %o .
M _"_- * . ! 3 ’ . ‘ \ s . - . - =
| ssc'rxon 11 COMMENTS AND cnmcwsnxs'rxcs \ R
' |"’ The person completlng thisg form ‘is . '
i | . male_, .. female i ‘under 21_ ! ‘gi-4ho .- over 40
- _-EInployed? Yes_y . --No, et v -
v QI_ Present or last ]ob held (title) . 'L;_ Coe _
. -: fweekly salary (Optlonal) s - .
i . . . . ' . .
i ’l Job de51red (title) 8 R L0 o '
. Why did you use this employment office? Check all that apply: .
'Y need a job o . - : wy .. ool 0
I : o‘want to find a better ]ob .
. ' ) Q. -
e came to pJ.ck up an unemployment check R ) S
|' o recelved-a card to come in_' - : ' Sl
e received a-telephone call to come in '
| e came in with a friend )
-— i e was in the area and decided to drop in__ -~ |
WY L5
O ® other - - T v o
. | ’ ' ¥ - ,
MR NV E T | ~
: '-al ( ' * : ; .
A . .
a .._. - - o .
: . . ) . SR
‘ - -~ "‘ . : .
&+ 1 38 . . N
q. . - v )
- . -132- 2 of 2 s ) _
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| ) \
FORM E: EMPLOYEﬁ PRE-TEST FORM -
, : - Description in Brief
" Who Fills In: A representative number of empYoyers who have
\ listed jobs with the local office ox the: Job
-~ Bank serving the local office,.
Whens After receiving a:letter from the local office,
g requesting their assistance.

Measures: The quality of certain employment service K
activities performed either by or for the :
local office.

—_— “ . . - . { .
Note: This section also includes a SAMPLE LOYER /

LETTER to explain the  survey week and “the /
questionnaire to the employer. :

F] hl
4

139
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SAMPLE EMPLOYER LETYER

Dear Sir:

- Department of Labor to develop new standards for serving
employers and job-seekers. When these standards are
established, they will be used. throughout the country by
all State employment offices.

The purpose of this letter is to ask your assistance in
this effort, as a present or past user of the employment

a job which you have listed with our office, and then com-
pleting the attached questionnaire. For your convenience,
a stamped, addressed envelope las also been enclosed for

-, forwarding the completed questionnaire to the E. P7 Shelley
and Company who are consultants to the S. Department of
Labor and are responsible for compiling-~tHe questionnaire
responses. o ‘

Please feel free to contact me, if you have any questlons.
Thank. you for your kind assistance.

w

LY

Office Manager

The State Employment Service is assisting the United States

gservice. You can help by reviewirg the enclgsed order for -




FORM E
Employer

L]

EMPLOYER PRE-TEST FORM

te s LOCAL OFFICE ]

(?ATE
INSTRUCTIONS: Please check the answers to the following queétions, '

. JoB ORDER TAKING (Actlvity #11)

referring when necessary to the attached copy'of a job '~
order %?u—regiQtered with the Employment Service (ES}.

<l.

Does the JOb order truly reflect your occupational
needs and requirements, with full information on ’
(1

« ‘s a

job description, compensation, hours, etc? . . ’
- : Yes No
! N o Y
2¢ 1Is the job order:
( a, Clear and cONcCise? « .+ &« o & & -5 « & o « + o o (23)'.
' B . . Yes No
b. Detailed?. s «. v « s o o o v o o o o « B4 o . (2b)y  ~
. . Yes No ,
. Ca Accurate.?- . . . & . & v - v v » LI ] .. » H -« & - i (20)
. Yes No .
P d. completE? L] L] - U. L] ‘. - [ ] L L] L] [ ] L] - - - L] L] ’ L] L] (Zd)
ﬁ- \ . . : Yes No
' ) 3. Was the ES order taker knowledgeable in other
c ES functions and able to answer all your questions?. (3)
; : . Yes No
TR .
e 4. Are phons numbers for submitting ers to the :
L ES readily available? (Well-adv tised?). « « 4+ . . (4)
™ o . ‘ Yes No
- 7' 5, are there adequate phone facilities for ‘the ES ‘
i & so that you are not inconvenienced?. . . . § v «io (s) *.°
2 5 i Yes No :
oo ¥
N
- ‘f -EMPLOYER SERVICE (Act:l.VJ.tY $12)
: - 1. Do you have a designated ES odntact person whom
. o © You deal with on all ES matters Yexcept such
\ - routine transactions as placing an order, -
4 arranging job interview appointments, verifyinge ) ;
e results of referrals to a job order you placed)? . . (1)
oA ¥Yes No
2. Are you able to reach an ES representative
with relative ease?. . « « « v v v v o v o o 4 o (2)
- . Yes WNo
141
Q
'ERIC -135- 1 of.2 -




L))

Does an ES representative contact you

regl.lla;].}'? - . = - LI - - = - - - - & - - - L I

R 7
Approximateiy how often in the past year?. .
®

a.

4. Has an ES representative been of help to you.:
in resolving your employment problems? “ e e s s
a. Has an ES representative been of help
to you in resolving problems you may have
had with ES service? . . . . J « . . « « « .
’ b. Has an ES§ embﬁoyef representative been
' helpful in improving and/or extending
services rendered to you by the ES?. . . . .
5. When 'an ES represeptative visits yog} doesg -

he/she seem aware of your requirements, and
'the.recgnt history of your dealings with the ESZ?.

a.” Appear to be knowledgeable of the current
labor market?. « . « ¢ 4+ ¢ & 4 & 2 2 & a &

.
-

6., 'Have You received printed mater1a1 from the ES
that indicateB what information the ES ' will need
about your job opening in order.to list it with
theES?o!'oooo...!.octo * = & a . . -

-

bl

IIX.

3

COMMENTS AND SUGGESTIONS

War . -

142

-136-
T 2 of 2
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(s)

Yes No

"(Sa)
Yes No
- (6)
Yes No
|‘_‘1‘-
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C. Procedures and Forms for Data Analysis for the Survey

Week
o
-
.-
™
-~ J )

{How to conveért raw data
into a form compatible
with performance standards)

" ~
], 7
: %\t‘-? )
0Ty
Vi D
kL
1‘:7‘:1;?_.* N ¢
b " -
~ -
N _ I;'
|
‘ L}




S 1. Overview
At the end of the survey week, data will have been ’

accumulated on to Time Ladders, Time Ladder Summary
Sheets (F-Forms), and.on Questionnairesr(B-Forms).

. .. The procedures in this section describe how this

’ fraw“ data is conﬁertéd into a form compatible with
the performance stanéards.‘ Worksheets andrforms are.,-
provided as part of the survey package for carrying
out ihe steps describéd below. This part of the"
Handbook contains examples and samples of‘the forms

you will use. .

° | 144

o -138- -
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2. Per%onﬂei \ o \
The task of converting .raw‘ d;lta into a ,for}n
compﬂztible with the sil.a'.ndards- can.be done at the
w'locall%l office level, the labor area level (District

Office) or by the contractor'conducting the surveys

v 3
lee that some of the data items required are
8l of Time Ladder data. These %puld be

the end of e'aclli day to reduce thé burden

a of the survey week. oOther data is obtained

+

calculation can be made .

1 145

' _139-
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4, Data Analysis Forms - : ..

“

‘The table below summarizes the”forms to be used in . o -

the step-to-steé procedures that convert réw’survey

data into the performance standards format. Each series

of forms relates to one of the data collection instruments

lused or to data obtained from ESARS tables and other

sources.® (

. -

*Unemployment'and Employment data are used for calcu-
lating Service Percents for Reception and for Order
Taking. The data is obtained from State R & A

Division (See Service Percent worksheets H-3 for <

. details). ‘ . ..
R N :

L Ld
o

146 |
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L

- .—‘
E
T
- N ot
TABLE OF DATA ANALYSIS FORMS
T L BARLIEST TIME 4
. s ‘ CANCELLATIONS
FORM TITLE WHO FILLS IN | WHAT IS MEAS QAN BE MADE NOTE
. G Worksheet-For LO -Time and ES Staff - | Quantity Units &. | For Daily Totals:|Use Daily
Quantity Summary-Daily and Member worktime of all Daily Collection of
Total study Week assigned by {—activities Form A-1 from
- (Summary of A-1 Forms) - Survey Wee ! For Total Study (each member.
. . Coor . Week: of study
. . . End' of* Week )
) Summaries of 'I;ige and guantity: | See above Quantity of -all Use Form G
- ' activities to calculate
H;-l Sumnary of Time and Quantity End of Week
. for 10O (or Labor Ar&al g
wH-2  |Summary of"Non-Placemnt Time See above End of Week Use Form G
& and Quantity for LO (or i to calculate
1 Labor Areal . .
B-3 Worksheet/Summary of Service See above Aftér ESARS Use Form H-1,
Percents for IO (or * ' Tbl for LO's appropriate.
‘8 Labor Area) are available ESARS and
Labor Area
) ~ figures 3
. . . £\
' H=-4 Worksheet /Summary of ;| See above - | After ESARS Use Form K-1,"
. Quantitative Measures ' ' Tbl for LO's appropriate
for LO {or Labor . are available ESARS and
Area) ’ _ - Labor Area
. - figureg
" Q - ® < .
E lC Page 1 of 2
+ .~ I i




ot . "
.
5 ’ -
v TABLE OF DATA ANALYSIS FORMS
y - ' - ] ’ c
' EARLIEST TIME '
- . CANCELLATIONS *
FORM TITLE WHO FILLS I¥ |WHAT IS MEASURED CAN BE MADE ~ | NOTE!
{B- Worksheets for Tally of ES See above Quality of all Can‘hake entry ése’hppro— -
TALLY) Pre-test Forms (B,D,E) 0 agtivities paily, as scon priate B,D,
» ) as forms E forms .
- = returned -
T .
B-1~T Staff: Reception ; . .
* . -
b=1-T Applic Reception, ) . - ’
- Applicat on—Taking, Referral '
Interviewing R
E-T Employer: Order Taking,
. [ Employer Services .
. .
= *See Table of Data Collection '
W Instruments for liat of B and
D forms
M Summary qf Activity Quality See above Quality of all End of Week Use appro-
for: _ activities priate B,D,
et . g tally -
M=-A Office Statistics sheets and _
. M=l Reception Peoo. LO Manager
M=-2 For the other activities . . Form C.
M-3 - -
M-4 ‘
M-5 -] .
M-6 { , *
M—? . o
M-8 i
M-9 | 1 : -
M-10 ¥ - * .
M=-11 . v
M=12 { _ o
M-13. ' . ) page 2 of 2
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INSTRUC’I‘IONS FOR COMPL.BTION oF ANBDYSIS SHEETS FOR "TIME
LADDER" DATX :

Bach staff member will complete a form that summarizes
the time apent on ﬁarious activities during the day (A-1
Forms). At the bottom of eath form the total number of
minutes and the toéal gquantity of units is recorded. Next,
data is translated into a form that depicts the relativa
emphasis of activities in the office. This is done by using
ﬁhg-two forms disc;ssgg in this section, The procedure

totals all the minutes devoted to each activity by the staff

'm?mbers each day and then producés a total- for- all the days -,

in the week. Pinally, minutes devoted to each activity during
the entire survey week are recorded in a tablé, guantitative
units are also rpcorded and minutes per unit quantity used

in the procegs.(Fo:m G-and H-1: "Worksheet for LopallgffiCE
Time and Quantity Sumary® and "Summary of Time and Quantity
.For Local Office of Labor Area®,) '

-143-




Step 1: .
Complete the LO number, name, and number of staff

surveyed onvForm G ("Worksheet for Local Office Time and

Quantity Summary"). Also complete the boxes ind‘icating

the daltes of the survey. - .
" Steg '2 '
N - \ At the end of each survey day assemble all the staff

Time Ladder forms and the summary sgheets (Form A-l). The _{

) . —— X

total number of minutes spent on ‘each activyity by’ each /

staff member during the day appears at the bottom of
-

.~each Form F. These numbers should be added and the totals
entered under the Component Activity on 'Form G for that- "
data. "See illustration below. ‘
o’ 511.1]5i1.% } P .
é’fj,‘; RE AT 5 , ‘ . -
L. | OTY 1 20 ‘.. pistd s11.1 | s511.2 - - -
| oo | 75| lpfe stas| re . | AT
) — Tin y
e s11.1[511.2 . Date | 2m | oty | Tm | oty |
| Pert, ~ ‘ 1. 10y Tp.7% (770)) (29524
Stiés,| RE AT o . : - ] '
1 oTY ‘_2-. M A A A
TIAT b 3.
T~ ' -4,
biet] 511.1[s511.2 » s .
wa] RE | ar | - ‘ - “
oTY| ,’l : b ] | ]
Tida /ﬁa '“)",d ‘: / , l
_j Time| Tt - * /. ) ’ -
’.“rmuw s11. 15120 -  roraL . AN .
S| R | ar <. OFALL FORM A-/ . | oF AL RRMA-
= ,RECEPTION TIME - APPLICATIONS -
AL O : ’ . - . -m.gme. TIME
"ol 250 ) -lad- - . R '

a_-.'s. ‘150"._.;_.-'




- -
'

LI S'i:eg 3: . ‘ - . L . - o
1 L - ) ﬁ . ..h .
‘Total unit quantities should be enteéred on the worksheet

(Form G) in a 31milar manner. Note that certain quartities
. . - (

" are not accumulated on -the time ladders used by each staff

member; these arxe the activities perﬁormed‘in reception and
N . )
in zeferral control where a special time ladder is used to . N

accumulate all the tally copnts‘for the entire\unit.~ o v

-
. 2, w . . . -+
o~ . ' !

Step 4: © .. o . .o

%

. When the last day of the survey week'hag.occurred and

all the‘time and units for that day have been entered“on the

last row of Form G, the weeklx totals can be calculated.

-

Add khe numbers in_ each o luitin on Form G and enter the totals
in the space below.; Please note. that three special sums are
asked\for at the bottom of the Form; these?are ﬂsed to analyze

‘referral interviewing (RI = 'IN + IJ), Employer Services .

JES = ER & EP) anﬁ the non-placement time (x Sum of all the ' ) '

. .' - v

. “x“.time) : L o

. T ’ ' ",i!-..
Steg 53 <ii;‘ o .. o L

Transcribe alIl the totals for each component onto Fornms

I . *

"H—l and H-2, (Summary of Time and Quantity for Lo{:& Office

or Labor Area)t Add all minutes and record the 8 in the

7 -
‘total box .at the bottom of the first column. This number will

be used\to derive the entries for the Percent Reeource-used
e e Lo d , o e
column (the. last column oh the right on Forms H-1l and H-2)..
- . .o ‘ %

- ! - 4




teg ﬁ‘k—wg o N

o

h

A

Compute the Minutes Unit Quantity by dividing nu.nutes

by quantity for each componént.

'Compute the Percent

Resource used column by dividing the minutes used for each
‘componernt for the total minutes recorded in the box at the

bottom of the first column, (calcu'!.ated in. Step 5 above) .

. This completes the worksheet. for a local office. If. the 8
;: analysis. is being done for, a gabor g:9:ea‘,, the next step
) ."(Step 7) must be. performegﬁ‘ e ' '
| e - . -’«... s . ’ ‘{/
Istelg 73 o . ) ' ‘;
Forms H-1 and H-2 shomld be completed for the labor are"’aﬁ _
" as a whole as well as for every local office in the laboy, ' -
area. Once Step 6 alao‘:i're -is completed for every 1ocal offi:ce
in the labor area, the’ form for the entire labor area can be
calculated. For each componen‘? actJ.VJ.ty add the m.mutes and |

qu’antiti'es from each local office and enter the sum in
the corresponding column of the labor ‘area Form H-1. '"Unit |
'.':osts:‘ll and “Percent of Resource a@ then calculated |
exactly the same Way for the labor area as for the local

office (See Step 6 a.bove)

L

152
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WOKKSHEET = FOR 1aaAL UrriCE wimd AND QUANYLxy SUMMARY

'me G (5/::»)'

DAILY AND TOTAL STUDY WEEK (stima@_: OF F PORMS) - - ‘ . o ) ..
Lo NO. LO NAME. - . =" _ % STAFP SURVEYED.-
- . . o X "- i - T i '(.
. pist{ s11.1 | ‘s11.2 | s12.0 | s13.0 | s31.1 | 531.2 | 531.3 | s31.4 | .531.5 | 531.6 | S531.7
Pfc Stds RE AT co TE IN i FC J1 © OT "RC w_ ]
S N P N T Y S E P E P B o N P BN P e P e P e P
. 7 7 : .
2. 4 7 ' L ] T
. ra L :
. /7 P ,
w [/ : i
;I'O'I'AL WEEK ) * -
T ¥ ’ - |
s - - — :
3 v - mm, Dist S531.8 | 551.1 | 551.2 | 554.0 [539.1)610.1|610,2/610.3/610.4] NA -} Na |} NA | WA [900.0
' , @ pfc stds| JD ER EP cs x| xs | xu | xr | xw | xe | % | xx | xu | xv |
" pate ~ jm joty] Teioty mloty| Taloty/ ™ [om [Te | |Tm [™m [ ™ [ [ [®
I B AN :
e s ° : : | ° .
! 3, /2 / o
4. / / : . :
5. [/ v . *
TOTAL WEEK - | .
Tm/Qty ' el N
. .
At the end of the study week, calculate the fonowing,. using TOTAL WEEK figures: '
¢ . ) RI=(IMIJ)  ° X ES= (ER+EP)} J:(M+XS+!Q4+KP+XW+I
. EC+XT+HHX+XU+XV) < ‘
To/Qty Tm/Oty Tm - r..
. . ‘.- - , ) N k
| . o l ] < '
|35 _
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e
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, —UMML._° Owm Sdme _.d (aoati., s oRM u-1 (o5} )
Lo Wo. LOCAL OFFICE NaME [] 4 STAFF SURVEYED __-
LABOR AREA NAME [J° )
. . fPercent -of
Pfe 3 . : Unit of Unit Cost| Resource
Std v _ Activity - Minutes |Quantity Quantity in Minuted (Min./aAll
: ' - (Min./Qty.}]| Total Min.)
RE  RECEPTION -~ _ Applicants
AT  APPLICATION TAKING o | applications L
CO* COUNSELING % . |Applicants , \ .
TE . TESTING L Applicants 1 )
RI _ REFERRAJ, INTERVIEWING Applicants g
| FC  FILE SEARCH/CALL-IN ) _ __jcall-In Attempts —— '
JI___JOB INFORMATION SERVICE TR 172 4
OT _ ORDER TXKING ) ' ‘ Job Orders |
RC- REFERRA[. CONTROL FReferral Requests ’
VV___ VERIFICATION/VALIDATION Results/Orders
| JD __ JOB_DEVELOPMENT ’ - ‘ JD Attempts '
ES, EMPLOYER SERVICE ' L © -+ __)ESR contacts | |
CS  COMMUNITY SERVICE IN/A | !
X All else (Non-Placement) [ QN/A 1 i 4
ALL ACTIVITY TOTAL : QQWMMHEJA,L_ N .. Al 100.0% [
RI-REFERRAL INTERVIEWING: . : ' ‘
IN  INTERVIEWING el - Applicants . .
IJ  INTERVIEWING-JIS to “ Applicants fr. JIS

. ES-EMPLOYER SERVICE: o :
EMPLOYER SERVICE-REGULAR _ - sk contacts-Requla
EMPLOYER SERVICE-PROBLEM

ER
EP

-

]
3
- '
|

]

b ESE Contacts-Probhlen

If Summary is for a Labof Area, list  the Local Offices which have been included: i

*

.




b J

Summary of Non-Placement (X) fime and Quénj:igg'

e m e — e e

Form H=2 (5/75)

[JLOCAL OFFICE or

[JLABOR AREA

. S

_ LO Wo.

y :

T e r Mt arm o e R s E ——— s

NAME

1 ’
v, o _ !

S S SR
I i !

by

+,

14

—r— e ———

o — -

e e e e e

——— B

»

.7 P IT L LR L S

w

.

i

|
Ee
I
]

i "
[URPNY SEPRE R

—— e —

e e e L L

H

T

}

B e L

OO L. SO S
! .

3

|w1!T!4 e
1 1

1
R —_—
| . ‘ b
. . . . ' . B . Al - .
e 1I.I|Pl|nll.i|l..||l.11-||<...l1...II|-.3.I.|q - .- ——
- '

!
; . AT TrtotTTTYTL Ty moTrem e o * i
ST S O S SO U SO S U SO RO S N
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of
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Fi
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Activit
KEY PUNCH JB AND MODS DATA

SUPERVISION, MANAGEMENT, SELF-APP. SYSTEM

[

TRAINING

Pfe
std
AR
XS

S,
ILING, TYPING, CLERICAL, SWITCHBOARD
STUDY WEEK

CETA

XM MEETING

X
XC

JOB CORPS, FOOD STaMP, WIN, NON-TITLE III

_ALL ELSE

X

VACATION, ANNUAL LEAVE, SICK, PERSONAL

ALL X TOTAL

e

ALL ACTIVITY TOTAL

(Form H-1)

]
A h e E - g e = e -

s e .

1
3
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b. INSTRUCTIONS FOR COMPLETING WORKSHEETS FOR "SERVICE PERCENTS"

The fdllow;ng worksheets (Form.H-Q) describe the method for

calculating Serviéé.Percents'for each component activity in

. the survey . Thgse.éheets show the sources for computation.
paté téken from ESARS tables are prefixed with an "E", the
table and line number follow; unless otherwise indicated the’
number is the total for that line in the table (column C). .
Numbers derived frdm the survey are shown with a éubscript
‘"§" following the component activity alphabetic code. These
survey numbers are taken from the tables compiled on
‘Form~351} theg are the:quantity’units ﬁgr each component

" activity ih the local office. The number indiéated by‘the'

symbol "(S}" is a conversion factor‘té'extend the quantity

nmeasure for the surve? week into equiﬁalents for a month.

The conversion factor,"(S)" is derived as follows: ' _ s

L]

S =f of working days in the month/# of days in the survéy

Allfyhe'fractions calculated on the worksheets are multiplied

-

by 100 to express the results as a Service Percent.
1

Ly

- P
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WORRSHEET/SU“%ARY OF SCRVICE PERCENTS '

Lo or -

FORM H~3 (5/75)
Page 1 of 3 '

}.
E]LAEOR AREA NAME ! - SURVEY WEEK _h_/*_mw/,..
T - ' - -
AT| New Apps + Remewals | (E90010)+(E90020)- x100 |( ) + )
Total Traffic (REgY x (5) { Yy X ( Y
) x100
- Application taking Service % =
co o r__hd..“"”______f"ﬂ“h_
Indiv Counseled .| (E90025) x100 ( )
New Apps + Renewals p« (E90010)+ (E30020) { Yy + { )
. x100
Y '
" Counseling Service & =
- o "
ES} ESR Problem Contacts (s2g) | x100 |__ S i
ESR Problem+ Regular | (EPg) + (ERg) o € koA )
Fontacts ¢ %100
& ES'Seryice % =
-
Y Call-In Attempts (s) x ( ) x100 |{ ). x ( )
# of Indiv., in the {E9130 LT )
- Active File ’ \ ; x100 -
. ‘File Search/Call-Im Service % = _
. -, N
JD . / - .
—| Job Devel, "Attempts (JD.) _ %100 - . )
Referral Interviews | (INg) + (1J3) { y+ o )
N x100
- Job Development Service % =
viS Referral Interviews (13 )': . T b
from JI8 s %100 { . )
Referral Interviews TENS) + {17,) . { )+ )
' - i %100
JIS Service & =

-151~

157




N

. ' 4Ja£?'f
FORM H~3 (5,74,
Page 2 of 3

] - .

WORKSHEET/SU *:hRY OF.'SERVICE PERCENTS

]
St

'0
B E]LO or

{_JLABOR AREA A

SURVEY WEEK  / /

I

w
-

lINg) + (IJS) %100 ( ( -

RE,) |

\

Referral Interviewing Service %

Referral Interviews
Total Traffig f

i}
i

Individuals Tested ) { )
Total Traffic ' - ( )y +

L]

. l x100

¢

.Testing Service % =

-

& you are in an area served by only one local offipe,the-
following four service percents agply in the same manner as
those on pages 1 and 2.

If you are in,a labor area whigh is served by several local

- offiqé% the gervice percents on the following page may'not apply
to an individual office but‘Only to the area as a whole.
of these activities: Order Taking, Referral COntrol; and
Verification/Validation may be carried out centrally in your area.

Three

The service percent in that case
and it should be calculated only
activity, Reception, is measured

applies only to the labor area

on that basis. The other . N
by dividing the total traffic

counted during the sSurvey by the
for the labor area. This fiqure
area and should be calculated by
in the local offices.

total unemployment estimated
applies to the entire labor
adding all the traffic counts

The progedure for combining local office data to derive Labor
Area Service Percents is described immediately following the
SERVICE PERCENTS WORKSHEETS.
the calcg}atiOns.

o
L‘,""‘: A

Examples are given for performing

158 o .
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B
i
;
4.
i
i
" ™ 18

5
-~
N L =

In areas served by multiple local offices the individual
local office data is combined to.givq service percents

for the areas as a whole. The procedhre uses the numbe;g .
recorded in the boxequn the right—haﬁ@ side of the 1
SERVICE PERCENT WORKSHEETS. The exampig on the next page
illustrates how data from five local offices are combined
for one combonent;activity: Application Taking. Please

' note that the method calls for adding all the numerators

- I
from each local office calculation and separately adding

all the denominators. The number in the box used for
the Labor Area Service Percent is the total sum of all

~numerators divided by the totalqsum.of all the denominators.

-

w

159

=153~




*

, "an’mflc_:

Combmln eation Tkani
5 lfcﬂ-lj Of'Zce-S to  Calentate L.Lo- fq"‘ﬁo—

Saprviee 'Pe..u-c.en""

.dﬂd- "ﬁ‘pm

ATy - New Apps + Renewals | (E90010)+(E90020) x100 |¢ £20 ) % ( 5O )
~ Total Traffic (REg) x (5) {100 )X Uz
: %100

Office

Local
’ to. L

Application taking Service § =

-

1 Iﬂf New Apps + Renewals
p . Total Traffic

(E90010) + (E90020} x100
TREG) x (3)

(/50 ) + ( /0 )

P;_a’;o Y X (A2 )

‘ =100
ot ffice
Lo€al 2 fi Application taking Sz&de =
5 o o ) H
. i d,,z - .
g| New Apps + Renewals | (E90010)+(E90020) x100 (300 ) + (7o )
Total Traffic {REg) x (3) ( sa0 ) X U 42 )
l : ‘ x100
Loca.l O{-ﬁ‘e' * Application taking Service % = 25
: : —
AT| New Apps + Renewals | (E90010)+(E90020) x100 [{ §00 ) + ( 70 )
Total Traffic TREg) x (5) {zoo ) X gz )
| ' =100
Lot..a.l- ?Uf Ee' ( Application taking Service %.. =
AT! New Apps + Renewals | (E90010)J+(E90020) x100 |( [25 )} + ( /5 )
Total Traffic g) % (1o Y ¥ (&2 )
X100

Office
No. 5

Local

Application taking Service % =

+

+

Labos Ave.q.'. a$ a—w&-"ﬂa'

ﬂtﬁg ,!'Cajl't)a Tg—k l' ﬂj-isé(.ar m'a.e. z

°

160

(I.{;';?.S) + (R35)

(610) X (#3)

bl L X5)
61-0

.4

?’-—-.‘




‘This foregoing procedure should be applied to all Service

Percents except Order Taking and Reception.

order Taking and Reception are calculated on -an area wide -
basis only. The figure used in the denomin_at;gr is Total
Employment and Total Unemployment in the area. Where several
local offices serve a single area, these two Service Percents
apply only to the area as é whole -- in this case, multi]:aie ‘
offices in a single area . Total traffic is the sum of all
. RE4 measured in the local offices and Op-enings Received is |
the ESARS total for all the offices (including cr:{mtr‘al ordeg

4

taking) in the area.

*
A
9

161

-155-




§ amplel dﬂmbl;o;ﬂj 2ecephm de & Lrom 5

{

PN

locat o frevs A -

lad eudats Labor Avea JW;.'e Pﬁf’ceﬂ{.k

-

X

2 | - Total Tragfic - REJ) x {s) "x100| N wo ) x(#.2 )
Total Unemployment tsee Note a) . ' . { Zo, 600 Yy ;
in the Lazbor Area . ’ : .
, j - %100
- Local SfFice S
My { Reception Service's = T
0. ¢, {See Note c) , . {Note ¢)
3 Total Traffic (REG) x (s x100{ ( 4 ) x (&4 2 )
‘'Total Unemploymient (see Note a) . . { 30 goo
in the Labor Area . T - -
- 3 ' . xloo
: o FAe | |
Loead o¥frce Recéption Service % = :
No. o (See Note c) . {Note ¢)
“ — : ' !
. ‘ . E
- Total Traffic (REg) x (S) x100{_( /Zg ) x (42 ) ;
“— | Total Unemployment {see Note a) J (36,000 ) i
in the Labor Area ' ’ x100 A
. ’ - ! et \ i
| booel o ?t’g"ﬂ Reception Service % = \ '
: Mo, 3 (See Note c) ' . (Note ¢) ,
| o ‘ |
- RE Total Traffic (RES) x (85) x100]| ( Qoo ) x ( 4.2 )
, Total Unemployment (see'Note a) : ( 30, 000 - b}
) in the Labor Area . : x160
| - _
AM‘_/ otfrce ‘Reception Service & = . :
%-j_ (See Note c) . {Note ¢)
! : T
! RE Total Traffic (RE.) x (5) x100| (/710 ) x ( #.Z)
i Total Unemployment Tsee Note a) { 30000 ) -
{ in the Labor Area ’ %100
‘ A&c"d/i;;‘ﬁf'ﬁ Reception Service ¥ =
i b {See Note <) {Note c)

Laboy Area @0 @ wholg

)

- - R w

1?2

L

(610} % (4.2)

30, 000




c. INSTRUCTIONS ,FOR COMPLETING WORKSHEETS FOR -
"QUANTITATIVE MEASURES OF “COMPONENT ACTIVITY”

The following worksheets describe several QUANTITATIVE
MEASURES OF COMPONENT ACTIVITY. They are numeric indicators
of the quality of performance of these'actlvitles.r Durlng
the surveys to establish actual performance standards these
indicators will be analyzed for théir contribution to the
.output performance of the local offlces in the sukvey. . For
some of these activities more than 3ée indicator 1s presented
we expect ‘that after statistlcai gnalysis of the survey data,

" these will be reduced. ' ~g%

i * . [ i -;'r

'These\gqantiﬁative Measures will be_established as
standards if the statistical évidence at the end of the 1arge

égurvey (next phase of Performance Standards project) supports

their use. For the present managers may use them to compare .

& their actual performance to a local average or to their own

expectations.

&




A3

. A - - FORM I:=4 (i7:
: WORKSHEET/SURMZ...{ OF QUANTI:[‘AT‘IVF, mAS@REs Page 1 of 2
‘:1.. . ’ I \ r
‘{-j LO or ’ ‘ ’ . ’ r
B RN AREA I : o f; .t / SURVI\' m;u( /
—_— - PO S U S BEEV ‘......'...._.......__.__- .}-.- -
Inlelduals Tested ) (E91040) - u— . ) N . ﬂ
TE | New Apps + Renewals ! * (E91020) + (E91030). "}~ YA ¥
— {Sve to-indiv..YTD) ; - ' VT S
. : P " l
- . . i o .t
) - 4 N ' * -
Quantitative measure of Testing ' ~ = T
= (1 of 3) =« | |
. i S _ - L, T S .
v “ S s
Individual TestedL// (E11040) L. ) :
TE on GATB TE91035) J;:( ) —
- Indiv. Counseled . . - e ‘ ; I,
l{sve. to Indiv...YTD)' . - ' :
’ il . . '
Quantltatlve measu Testing =
(2 of 3?%5' .
. Individuals Tested "q . ©  (E11050) . hF : ]
I'E ) on SATB {E9IIS06) i 3
— | Individuals Referred . :
{Svec. %o indiv....YTD) ' . L ] !
- Quantitative measure of Testing .= 1
- New Agbs # Renewals - (E90010) + {ES0020) ( e ) ‘
AT |Total Unemployment in | (See Note a, page 3 of i )
the Labor Area SVC.Percent Worksheet) |
' |
Quantitative measure of Appllca§;on
: ‘Taking - - =
® |
. A}
- Total number of . (B11031cC) 4 (‘ ) |
20 [Counseling Interviews . (EL1031D) . { 3
Total number of é§? P : - L .
indiv. Counseled ' S I
Quantitative measure of ?bunﬁeling = .|
‘ - |
e R —)
- g |
- JA-
A 164
~158~




£

B
- | Wl 3
.

Lo or

P “
1ADOR AREA

-~

4

WORKSHEET/SUMMARY - OF QUANTITATIVE. MEASURES

Ftﬁz. 2 3-1-4- (:

Paga 2 of 2 '
NAME SURVEY WEEI /._:,..:-"_._
. | Individuals Referred |. : , : l S
Rr1{ New Apps + Renewgls (E91150) . ) { D,
RS (Svc to Indiv...YTD) | (E?lOZO) +. (E91030) T ) + ).
| e ’ - 1 M S |
. ‘ Quant:.tatlve measure of Referral Interv:.ewing = ~ .
. o ) (1 of 2) . . - :
¥ .
Number of Réferrals . ym - . L 1
'l RI|~ Total Number of Egggg;g; ) 1l
| Job Placements x ) - ) %\
J . ‘- .‘l L}
‘I , . " I : A . ‘ \ ‘ v
S T Quané&atlve measure of Rgferral Intérviewing =
r_ &'ﬂ >. ! \\_|_ L}
- i ? " . - '
Job Development Contacts R } S
JD — = (E90060) .~ " -".
) ' . ) : ‘:f"-
97 Quanta.tative measure of Job Development .
“ ‘ . ‘ (1 of 21 .
(A L
Job Development COntacts - ) N ‘J : A
JD [Placements as a Xesult| (390360) " E ; R
. { of Job Development . S
: Quantitative measure of Job Development _ = ',
< T (2 of 2) '




_d.

Y

INSTRUCTIONS FOR COUNTING RESPONSES TO QUESTIONNAIRES

QON KEY QUALITY FACTORS

Each staff member is requested to complete one or more

.questionnaires covering the component activities they perfofm

in the piacement process., Similar questionnaires are completed . .

by'office'manager, a selection of applicants, and‘a selection

of employers. The responses.-to these questionnaires'indicate'

how closely activities in the local office gonforﬁ to the gen-

era}l? accepted norms for each component aotivity.

-
¥

The fotms on the following pages are provided to assist @ -,
- * -
in talljing the responses.t The forms are actual questionnalres

modified to create a tally box for each questlon that has a

 Yes/No response. The questlons that ask for numbers instead: T,

of YesANo responses are not incladed in the ‘tallys because~
they are intended strlctly as research data to be used in the
uJCey that will establish standardea " In the final

wr

version f the Handbook, when performance standards have been f

large s

establis%ed, these responses w111 be counted as either exceeding
or falllng below some standand number ~ tally boxes far counting

the number above or below will then be included, L,

I
| u .
e - - ¢ . ]

(A sample of B and M sheere is on the following pages) '




' ' %
- FORM B-1
ES S?aff
e ES STAFF PRE-TEST FORM .
N ) |
DATE LOCAL OFFICE ( _ )
INSTRUCTIONS: - Check the answers to the following quesiions. ¢
. I. RECEPTION
1. Do vyc — (
" appli (1)
. .f '-’
(If y -
in8i .
in C
a. W '
MJ e - {la)
2. hre af- ’ 3
sched : - i(2)
. 3. How m¢ i A - '
¢ - mater. A B _ . - !
, .« * leave ' ‘ ,
- . 4 - .cants
-2 4, Do ‘y:O ' 1. -
' appli| . ! r (4)
3 i . ‘
‘ 5. Do yo N - SR
‘ " appli k
" appli .
n (  secti N (5
‘* 6. Do yo S e - - - s {6)
’ 7. . What ) / — y |
. " could . (N
| _ .
8. Do yo
- eompll | ‘o {(3)
1£f Ye R
often
. B
.. a
{ ' ] 1 67. ' . | ) (8 )
. SO O S AU U (NS AL ST SRR UUE S S
- ® ~161~- . " a e oA L
: _ I




"jtm ~ ., - - ——
/ N FORIM-#~1
4, Was
your (4)
i 5. HW' LY
‘ appl (5)
. . ; »
6. ~Wag
-~ appl : (6) .
7. Was {(7)
2
SECTION III .
Did ‘you ! !
If you a, N ’ i
1, How ‘ '
inte - - B . (1)
‘ . 5 &y
2. Did - ‘!s.‘f- o
look " i _(':'}_)
. 3. Ha.ve_ B {3)
4. Woul 3 .. (4)
5. Did - ‘
her | . - - . ,.(5)
6. Were o j ‘ (6) | .
If y '
3
' a. . i
{6a)
‘b.‘ 1 ‘
H . g ) .
' {6Db)
. 168 ' " (6c)
B adll ¥
,,"1.6)2" n e s P . o —




-

_DATE

' =
INSTRUCTIONS: Please check the angwers to the following questions, -
referring when necessary to the attached copy of a job .4&

1I.

-t
¢

EMPLOYER PRE-TEST FORM

FORM E
Employex

LOCAL OFFICE

order you registered with the Employment Service. (ES).
~ _

N ;
QOB e m :
l. Does
need: . :
job 1 (1)
5
2, Is tgf =
Q. { ""T (28.) .
b. | (2b)
C. i { (2c)_
d- ( N .. N -_.u-—-(zd-)’
|
3. Was -
ES £i — (3)
4. A}e '] — T - :E! .
ES I, o - SO (4)
5. Are - ‘ o
. 80 t! (5)
EMPLOYER - a e
~ ,
1. Do y ,
you - T
rout. . -
arra .
resuy. (1y
« -
2. Are: o
with (2) .

=18

¥




.

By

R

|

Does an
regrlar]

a. App
Has an I

~in resol

a. Has
to
had

h. Has
hel;

sef

Whéh‘an
he/she
the .rect

L 4

. .}abn
A

that in¢
about y«¢
the ES?

LI1. COMMENTS ANI

FORM E

Lo

a. ' Appet

—_—— e - e g el

170

2 of 2

{3)

(3a).

(4)

¥ (48)

{4b)

(5)

(Sa}

()




Step 1l:
The Staff Responségs (B Forms);

Collect a11 the forms from the staff and record the number
returned in each catagOrY: (1 e., B-l'a... ggm B=2'S.uc.s 10,

A
etc.).” KReep all questionnaxres of one type. together.

Step 2:
The Staff Responses (B Forms); ' ‘ /

b

Using the worksheets on the following pages record gﬁl ’
Yes or No responses to each question in the tally ngxs

provided. If your local office has a very large s
{more than 50) you may -£ind it necessary to use small tally
marks to "squeeze" all the responses into the boyes (it is

?ossihle to get as many as ninety marks in a single box).

éteg 3:
The Staff Responses (B & M Forms)

fhe totals of Yes or No responses should be entered in-
the qppropriate boxes on the:M Forms which suﬁmarize the
Key Quality Factors for each activity. The M%forms contaiﬁ
responses from the Staff, the local office manager, the
applicant, and the employers. In this steé oﬁly the staff
responses are entered (B Forms). The M Forms have spaces

for total of Y+N and for "% Yes".

a T . &

i71

-165--
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2L1

ot
. | - . m.o:..— —-...l H
_.iuu.lm.nna Staff Form B-l : : Mw Forms Returned: P. 1 of 2
_,.m.wwz_.n.zmzwz_!.mz wivlylulvluly[nly N[ T~
mﬂﬂ _ | b 1 Total Yes/No
T ~ :
M 4 K" V A Total Yes + Ilo
X _ : x i ! Total w..«.muv,[
l/ \/ — " |pags Crite icn 8 -
Z Pash/Fail N
e “ .
§ & 1% g 18 | 2|3
X > -SUM° ARY O
2 2 (2 T8 (L8 |4 % : | suwaRvYOr
18 £5 |o~ o 5 & Z|F g ACTIVIWY QUALIDY -
Ex |8 @ 2 18 a g w 2 _ =
u 2 n.m B A I o 2y . T - @
$4 |3 |88 (23 |78 (B2 |Fe TR EE: _

& 8% |28 18, L3 |52Y2B (L5 (38 |us Activity: | REcEPTION| -
3s 92 |29 (B8 |88 |35H." |88 |53 |BE -
] —

|52 (22 |25 [~ |25 [5848 |25 |35 (4. Cro o .
vl 2] 3 4 5 6 7 8 | 8al [JLabor Ar.a :
]
N Name:
& -
T1r. From Applicant Form D-1/1 # Forms Returned: : )
’ : | T t + - 2 2y
=L ..h.mu-mﬁ...“a:_.zum X szw“: YyINIYIN[YINY N - A
N S “t._.I_. - Total- Yes/No -
. mber caman - Total Ves + o
P
SO S S Total $ Yes
R SR : ‘Pass Critericn &
; i Pass/Fail
. M? m.. 3 *Note: Teo determine
- - -3 *
m mm M?‘ g M? 8 Pass or Fajil:
o Wa s, |8~ =g W. o If *% Yes' is
FT
mm -3 mnm .m.m m_m .m.“ grezter ﬂ.:m...."
Ba 23 143 .m_e w..m 2§ qual to f
22 |88 |da 26 (48 [ad N e
_ . . Pags criterion ‘g, !
1] 2 3 ﬁ.l»._. |-mlt— Mark. Pass. "
i — s..n K *
i * # N " . L

P

e

Aruitoxt provided by Eic:




-L91~

IIIa

’

e —

L J
i i et

T
RN

Tl

A4

Frdm LO Mana
mE N

-

!
i

|

.

|

H,

v iy
_—'-————

| v
|

1

v |

$ Forms Returned:

P. 2 ofp

er Form C/1
r2o

M

Y

N

Y

N

Y

N

Y

Total Yes/No

T

Total Yes + No

Total % Yes

b

......'-.

Located ?

1velcoming ? |

Pamphlets ?°

Informed of

New App.

JIS, ?

New App. Informed off
Job Search Library?

New App. Informed of

| other Services ?

%

Veterans Preference

]
‘(

New App. Informed o

U.l1. Claims ?

New App. Informed o

Labor Mkt, Info.

Pass Critecvion %
Pass/Fail ]

?

¥

Other ?,:,“

Form of Orientation

Verbal ?

Form of oOrientation

Pamphlets ?

Form of orientation

Film Strip ?

Recejived ?

ouwml?‘

+ SUMMARY OF
ACTIVITY QUADITY

Activity: | RECEPTION |

[]LO or

— | Rec, Centrally

o | Reception

w | Equivped with

Lo
1]

e
o

dc

. -| New App. Informed o

[
jo 13

"
o]

-

'S

s

wn
W

W
o

W
0

ov| Tally of App.

W

E]Labor Area

#
’

IIIb.

’
-l .

1

3

|
|

b

r

[l

11

Y

N

rm C/]

Name: .

# Forms Returned:

Y

0_Manager Fo

N

[Z_N

Y

N

Y

N

Y

N

¥

-

B

—r v i

Total Yes/No

fotal Yes + No

Total % Yes

Pass Criterion %

Pass/Fail

Daily List of
Applicanty ?

A

*Notte: To determine
Pass or Fail:
Vo ® If *'% Yes' is

b reater than
' , qual to t

3

L J

- Pass griterion $,
AR Mark Pass,




- _— . FOoOLH

Forms Returned: ’ : Pal of2
Tatv ey Inle In [y [n

-
i
-
o

.é7ﬂA

I From Staff "Form B 2
i
vig!lyinlyiny Ny; ¥

]

Total Yes/No

: Total ng_# No

. . , ' R Totql_ﬁ Yes

; ) . . __lpass criterion st -
‘ ' Pass/Fail '

PN [P PR M,
+
e

i
1
L

: SUMMARY OF |
' ACTIVITY QUALITY
G T

v—
FEEN

FIT

ﬁwerage Piwe Pull?

. ) Activity: | APPLICATION
' ’ . TAKING

## Estimate. Incorreaect

Average Time
w |1 out of

0 Partial?

. o : i '- °hEJLO or

“;- o - _ = - DL‘aboF Area

-g9T=

— Name:

-
]
»

From Qgg%ipant Form D~1/11I " # Forms Returned: - ' i
i

e |

v ! ]
K| Yle yinjy|w{y NIy blll_N_J!'N YIN|[Y N [v INIY NIYINJY [NJYIN
3 ' S Total Yes/No
' Total Yes + No

Total % Yes
. } . 5 . Pass Criterion %

SRR BE I?ass/Fail
. . ., ! -

3

ple. ?

*Note: To determine
Pass or Fail:
o If '8 Yes' is
reater than
& qual tor }
Pass crlterlon %
) ' a . * Mark Pass.

Wait 15 Min. or
W | 1ess Card Com
l Area Comfortable
| Where Fill Cal;d ?

T

Sanples of
Filled TFoxms ?
Samplés Clear
hpp. Card Easy
to Read ?

-

& | Help Available ?
< | Area well-rit 7

-
[ 3%
F
[FV]
i




# ) - \.u_“ l ‘, \\ » - -

M L) " -
l"

PR — r—— ———

ITa, From 1O Manager Form C/LJ =« . [# Forms Returned:
Y it YIN Y;j'-__iﬂ 'Y :jg elnlvlnlyInlyladyInlyInlyn]v]n Yyinulvln & '
L ' i ‘T Total VYes/No. :

Ty
-
T
o

1 ' |
Vo |
e e e, - L S L

- : : {Total ves + io
i Total " Yes

' i ‘ ; o Pass Criteri-n % |
' J < X ) - |pass/Fail

?

SUL"'ARY OF
ACTIVITY QUALITY

.
on

When Capable ?

. |activity: | APPLICATION
: TAKING

visual Aids ?
A34'1 Services ?

First visit Ref.
Empl. Attached ?
Full App. on
Full App. on
Disadvantage ?
Full App. on
Handicap ?

Full App. on

Partial App. on
Vets. 3

JIs ?
Partial App.

" Domestic Day *?
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Step 4:
. The Local Office Manager's response (C Forms)

The local office manager s responé%s can be entered
Qirectly.--since only a single guestionnaire is used for
this series ofs questions 1oﬁe manager) there is no equivalent

.of the "% Yes" or “Paas/Fail“ gor these responses. All the
Yes-No.questions have been phfased for "Yes® answers when the
local office conforms to the "standard". Questions requiring
a numeric_response are intended strictf} as research d

\ « |3
(see page l1.0f these instructions).
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Step 5: _
The Applicants cesponses (D Forms)
Talliesof the Yes/No responses can be made exactly as: for
* the Staff forms (B Forms) above iiowever because of the large
numher of responses (330 D Forms. dlstrlbuted to appllcants,
see page _ ), you will probably need more than one sheet.

{We have provlded three tally sheets for each D Form) . A

o ) : .
Step 62 . . -
. The Applicant respopses (D & M Forms)

.

The totals should be entered on the M forms just as in

3

the case Of staff fesp0nses. "y Yeg" responses. are then used

to determine "Pass/Fail™ after standards have bean established“
g & ‘

. Y .
Until there are standards the "Pass Criterion" are blank.
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Step 7: ° | P ' .

The“Emplpyer responses (E Forms) . D \ .

Tally the responses as above on the sheets proéided.

Step 8: .

L]

The-Employer responses (E & M Forms)

1”* Record the totals of Yes or No responses on the appf&priate

boxes of .the M forms. The M forms should contain.all the

responses to Key Quality Factor questions at the end of this

step. Calculate the % "% Yeés" responses and enter those on

L]

the M forms.. ' . . ) .

Step 9:

Analysis of the Key - Quality Fac or responses
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The responses collected.by these gquestionnaires are designed -

¥ '

,to‘measure'hQW'closely practices ip the local office'co§respond

with.generally accepted "standgfds" of how these functions
should be performed. When the'large survey contemplated for a

later pliase of the performance sta ardé developmeﬁt haé-beén

‘

-cﬁmpieted, the M forms will contain “Pass/Fail“'criteridn. -

The criterion will be based upon the praétices“fqund among

thé high performers surveyed in that projected study.
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Until that is done t?e local office or district manager’

v

using this gandbook can review the feéulta of the questionnaires

as a check on their own expectations of conformance with these
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" practices. ' Where the performance standards survey has been

. against which local office managers‘or.district managers may

_Discrepaneﬁés in these comparisons could then’;;\investigated -

&

. - ' Q
gonducted in several offices, the results can be compared

racross offices. ' _ . . i
N ) 1 o '
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‘Where activities widely differ from the standards as shown

by a large pefcentage of "No" responses, tonsideration should

&
*

be given to the method '‘actually used in the local office and to

the resultinb overall pérfoxmance of tﬁe office; perhaps the e T
1 - hd : ) 1
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improvement plag for the office might include closer conformance °
with standard practices. : . - RAIPUI
. : . ’ R -

Coét-pen-uqit quantity, service percents, andfhuéntitative

Ak,
e

measures of component activity currently have no standards

compare actual operations. Hawever, the survey data could be
- 0 » i
useful in comparing one office to another or in comparing the:

actual operation against the expectations these T%magers have.

for the causes. The focus should be upon the specific ;.
component activity. Until established performance stand@rds
exist, this survey ¢an only be used for that type of analysis.
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