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1.0 .INTRODUCTION

1.1 OBJECTIVES

The purpose of this final report is to present the Productivity Measure-

ment System (PMS) for State Employment Service Agencies (SESA). The

system as presented represents an effective and feasible means f_

measuring SESA productivity.

The productivity measure currently used by the Research Allocation Formula

(RAF) is placements. The purpose of the PMS is to identify and weight

additional measures of productivity in an effort to better define the

output of SESA. A measure which considers, along with placements, addi-

tional measures of productivity will serve as a better reference point

from which to allocate agency resources. It wIll also serve as a more

reasonable basis for comparison of performances across state or local

offices and will better assist in identifying where particular emphasis

may be exerted to improve specific operations.

1.2 SCOPE

The system is designed to address the Employment Service operation as

one which has expressed goals. Since the key to the relative importance

of one activity as compared to another is the weight placed on the out-

put of that activity by the agency, the system will only be effective

to the extent that the agency can define what it wishes to accomplish.

From this perspective the implementation of the PMS itself may be

viewed as a positive management goal, that is, a stimulus to the better

definition and achievement of agency objectives.

Given that the objectives, as defined, are accurate and adequate and

that the weighting process acceptably reflects USES priorities, the PMS

is an accurate representation of the production of SESA operations.

Wi-hin the PMS the relationship of inputs _- outputs is established
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directly, and outputs are related to objectives by first defining a

quantitative measure of each output and by subsequently assigning

equitable weights to the quantitative measures.

1.3 BACKGROUND

The USES currently employs as a basic productivity measure various com-

binations of placement "success" as computed by the RAF. Because of

several weaknesses within this current formula it has been argued that

some states, particularly those serving large urban areas, are not

receiving an equitable share of the total Employment Service resources.

There have been extensive studies of this problem, attempting to clearly

identify the RAF inequities. Some studies have been commissioned by

USES and same by the states themselves. Most notable among these studies

are those by E.F. Shelleyil (USES) and by Dr. Fred Englander (State of

New Jersey ).2/ Findings and recommendations from these studies generally

indicate that the current system is inequitable and requires modification.

Modifications such as those suggested within these studies are generally

constrained by the nature of the RAF-- that is, although the two studies

were initiated to examine the RAF, both studies limited their recommenda-

tions to the realignment of resource allocations within the basic RAF

framework.

The RAF, however, has the underlying problem of only crediting SESA's

with a portion of their productive effort. Labor exchange activities

short of placement, legislated activities, and other SESA 7unctions

clearly aligned with the basic agency objectives are not considered

within the formula. Since these additional efforts are performed un-
evenly among the various offices, a measure of the output of such

activities must be integrated into the basic allocation formula if it is
to be made equitable.

E.F. Shelley and Company, Incorporated, Handbook for
Performance, Volume 4 (August 1, 1975.)

F. Englander, Ph.D., An Evaluation of the Allocation
Em lo ent Service Agencies (New Jersey Departmen o
1975)
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The premise for the development of the PMS, therefore, was to devise a

measure of productivity which is sensitive to the outputs of the total

spectrum of SESA activities.

1.4 STUDY RESULTS

The PMS has been developed as a complete model. The _tudy activity over

the past twelve months has served to:

. identify an acceptable set of agency objectives,

dc_ ne the operation in a production model format,

define the outputs of the agency activity,

. define the system inputs to the agency activity, and

. relate the outputs to agency objectives.

The problem of weighting outputs has been addressed through the develop-

ment of specific application examples of production models within this

report. The desired weighting for each output must ultimately be

established by USES for the system to be considered "operational".

The syStem was given a limited test in two states. As a result of these

tests, the following refinements were made to the basic model.

1. A specific level of detail suitable for measuring inputs

and outputs was selected based on the availability of

data.

A specific measurement plan for input data was developed.

3. A sampling plan was developed for the collection of out-

put frequency data.



A specific plan was developed for the assignment of values

to SESA outputs.

5. The technique for weighting individual productivity ratios

was finalized.

6. A detailed and specific pilot test plan was developed.

1.5 ORG4NIZATION OF THIS REPORT

The material in this report is organized into seven chapters. This

chapter, the Introduction, reviews the purpose and background of the

study and discusses the organization of the report. Chapter 2 presents

a concise overview of the SESA Productivity Measurement System and in-

cludes a review of the Productivity Model structure, the technical

considerations involved in its construction, the input and output

measures that It utilizes, and other relevant aspects of the system.

Chapter 3 consists of a discussion of the measures of resource inputs

that constitute the "denominator" of the productivity equation developed

in the system. This chapter includes a discussion of how the input

measures are classified, what data sources are used, and how managerial

and administrative functions are allocated.

Parallel to Chapter 3, Chapter 4 discusses the measures of SESA output

used by the system. This chapter includes the definition and classifica-

tion of the measures, the data sources utilized, and a discussion of

the process of assigning values to SESA outputs. Chapter 5 pulls

together the various components presented in other parts of the report

and discusses the combining and weighting technique. Chapter 6 contains

a demonstration of the PMS baied on the results of the pilot studies.

Chapter 7 discusses the requirements for implementing the PMS as an

ongoing system.

4



2.0 OVERVIEW OF SESA PRODUOTIVITY MEASUREMEM_SYSTEM

2.1 INTRODUCTION

An overview of the SESA Productivity Measurement System is presented

within this section. The discussions are designed to be as brief as

possible yet to provide a complete overview of the system. While rele-

vant issues are addressed, detailed discussions and justifications

for choosing between alternative approaches have been omitted from this

chapter. Specific supporting detail can be found in later chapters

of this report.

Included in this chapter are discussions of the structure of the model,

the various input and output measurement details, the methodology for

weighting and combining model components, and significant implementation

considerations.

2.2 THE STRUCTURE OF THE MODEL

The SESA Productivity Measurement System uses the basic structure of

the production function, relating the resources consumed in the produc-

tion of each "product" produced by the "firm" to the volume of outputs

produced. The "firm" in this case is the individual SESA agency, and

the "product" is a complex package of services that result from S.

activities. Defining the product as the sum of services or outputs

resulting from SESA activities or inputs, then:

Out utsProductivity -
Inputs

The specification of the measures of SESA inputs is a relatively

straightforward task. Inputs include the amount of SESA staff time

devoted to each activity, and the amount of SESA resources devoted to

5



capital equipment, supplies, and other non-personal services. The nro

cess of detailing the measures of input in the production function is

relatively uncomplicated.

Measuring the outputs of SESA agencies is a more formidable task. For

SESA outputs, four categories_of outputs are recognized. They include:

. applicant process outputs,

. employer process outputs,

. placement_process outputs, and

. legislatively mandated process outputs.

Weights assigned in the aggregation of the four categories of outputs

are subjective and must be established through interaction between the

individual SESA and USES. Weighting considerations must include over-

all program objectives, agency objectives, and external variables ar

the operational level. The weights given to the four components in the

aggregation process must also be influenced by the purpose for which

the FMS is to be used, be it a productivity/time comparison of an

individual cost center, an intrastate productivity comparison of

similar cost Centers, or an interstate productivity comparison of

individual SESA's.

The entire process of performing SESA services can be defined as a

function of the four individual components,

where

= K
17:
EO K-2 1ZO K-ZO

k
K 10

i 3

zi El. EI
k

EL

= Productivity measure,

= Weighting of components (policy weighting

. Applicant process outputs,.

= Employer process outputs,

= Placement outputs,

. Legislatively mandated process outpL s, and

_ = Respective inputs.
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Input can be determined by valuing the amount of time or other resources

spent for a specific activity. Output can be determined by an objec-

tive measurement of applicants and employers before-and after SESA

services are rendered, based on a determination of the value of the

services provided, in terms of dollars or a suitable proxy measure.

The aggregation of individual productivity components is based on a

Weighting of the component according to the desired emphasis by USES

or according to specific external considerations. Input and output

measurements and component weightings are discussed in more detail in

Chapters 3, 4 and 5.

2.3 INPUT_MEASUEES

Considerable data d'scribing both time7and cost expenditures is cur-

rently available within the SESA system. Difficulties arise in main-

taining the identify of inputs organizationally and functionally when

relating them to the specific outputs. Recognizing that the existing

SESA structure placed limitations on the conceptual framework for the

model, the study team set it aside and developed a structure solely

for the requirements of the model.

In the model inputs are classified according to activities, where

activities are defined as a segment of the SESA program consisting of

related treatments, services, or internal work products generated by

agency work. These activities are further divided into subactivities

to reflect a more specific work product level.

The entire spectrum of SESA activities is organized into three basic

functional areas. These include:

Labor Market Exchang (LME) functions which

are client specific,

LME functions which are non client specific,

and

t
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non LME functions.

Activities are then classified by the "client" toward which the

activity is directed: applicants, employers, community/industry, or

other agencies. Such classifications facilitate handling various in-

put activities within the model framework. In total, over 110 separate

activities are identified. These activities are shown in Appendix An,

Of this report.

The other significant consideration in the development of an input

measurement system concerns the actual units of measure. Available

alternatives include the measurement of manhours, equivalent positions,

dollar costs of personal services, and dollar costs for all services.

Examination of these alternatives indicates that the uee of dollar

costs for all services as the input unit of measure is best suited

for the model. A discussfLon of the impact that the use of these

alternative measurement units would have on the PMS is included in

Chapter 3.

2.4 OUTPUT MEASURES

The development of the Output measures for the model employs a "valua-

tion" technique. In the "valuation" technique a subjective system of

measurement is utilized in order to "assign" a value for a sPecifIc

service rendered to a recipient based-on the relationship of that

service to other services within the SESA structure.

The conceptual framework of the valuation approach used in this appli-

cation is one which compares the individual to raw material entering

into a production system which has multiple outputs. As a basic "raw

material" the individual applicant (or employer) has an identifiable

value when entering the system. This value will vary based on relative

employability (or propensity to enter a job order). Movement through

8
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the "production process" presumably will change this value. Because the

point at which the individual will drop off is unknown, the measutement

system must be capable of developing a value for treatments provided

'based on the increased marketability of the individ l (or increased

propensity to enter a job order) after treatments have been provided.

The usefulness of treatments provided to an applicant by the SESA are

viewed as being provided along a spectrum, at one end of which are

individuals with no skills, while at the opposite end are individuals

who are fully job qualified. For example, the only productive treat-

ment that is provided to fully qualified individuals is job placement.

For other individuals an ever increasing range of activ ties can be

provided aa they move toward the "no skill" section of the scale.

A similar treatment for employers is based on the familiarity of the

employer with the SESA operation. Using this concept, more credit is

awarded for job placements which required initial basic "selling" by

the SESA office. Credit is also provided for the development-of job

openings from particular employers even in cases where the jobs went

unf\illed.

The "valuation" technique is also applied to those services rendered

outside of the normal production cycle, for example, the task of placing

clienta or of matching jobs. These services must be arrayed and ordered

according to a subjective determination of their value to USES. The

validity of such determinations, while subjective in nature, can be

supported by employing such techniques as "DELPSI"21 in which an evalua-

tion is made by a group, and is systematically narrowed, based on alter-

native rankings by the group in order to arrive at a consensus of

opinion.

3/ DELPHI produces concensus by requiring that an evaluation be conducted
through various stmles, while feeding back interim results to the evaluators.
This technique does not require that evaluators participate as a group,
thus SESA managers can participate in the value development and increase
their propensity toward acceptance of the system. See Andre L. Delbecq,
Andrew H. Van de Ven, and David H. Gustafson, Gropp Technignes for Ptogxam
Planning (Glenview, Illinois: Scott, Foresman and Company, 1975.)

9



The system of valuation eliminates the,possibility of double-counting

SESA outputs by using a cumulative measurement system. This means that

when an applicant enters the system with an employability rating of

10 and is provided with SESA serVices to raise him to a job-ready

level, he emerges as a job-ready individual with an employability

rating of 25. Whether or not he takes a job for which he is matched,

the net value Added by the agency in his case is 15, (his final rating

of 25 minus his initial rating of 10). Since an agency supplies to

an individual the services he requires (as reflected in his initial

employability score), And since the person's initial (entering)

employability score is deducted from his final score, the possibility

of double-counting SESA outputs is eliminated. The same case may be

made for valuing employer services.

Since the most difficult task in the Productivity Measurement System

is the treatment of the process outputs, it is appropriate to discuss

such outputs in greater detail.

2.4.1 A pp.icant Process Out uts

Applicant Process Outputs are SESA outputs that affect the employability

of an identifiable individual and which contribute to the economic value

that individual to an employer. A SESA client is assessed as having

a certain value to an employer when he enters the SESA office and is

judged to gain employment value as a result of receiving SESA services.

A number of different scaling techniques can be used to assess employ-

ability. For example; a seale that measures client employability
-

might include an assessment of such variables as language difficulties,

legal barriers to employment, work history and outlook, transportation,

and child care needs.

10



Conceptually, a client enters the system and Ls 'rated" at whatever

,score his current level of emOloyability attains on the rating scale

adopted. The lowest score, zero, is assigned to a client who has none

of the desired employability,attributes and who has not been afforLad

any SESA services. The highest point attainable on this scale is that

of a job-ready individual, one who possesses all of the desired employ-

ability attributes and/or who has received all of the relevant SESA

services.

2.4.2 Employer Process Outputs

Employer process out,uts are those services provided by a SESA that

enhance the movement of an employer toward the entry of a job order

to a SESA office. Any SESA activity that can be seen as encouraging

the solicitation, identification, classification, or delivery of an

eventual employer Job order is included in this output category.*

These employer process outputs can be measured by using an approach

similar to that used for SESA applicants. At one end of the measu.:e-

ment spectrum is an employer who has no awareness-of SESA services

and who has no contact with the agency. At the other end is the

employer who has identified an employment opportunity and who has

entered a Joh order with SESA. The application of relevant services to

an employer gives additional "value" to that employer in the sense that

it moves him closer to the point of being able to enter a job order.

The specific scaling of the value of each activity must assess the

state of employer awareness at the outset, measure the value of the

needed services, ani determine the net value added to that employer

as a result of SESA service provision. Again, the highest point attain-

able in this class of outputs is the entry of a job order by an employer.

17
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2.4.3 Placement Process Outputs

Placement process outputs are those services provided by a SESA that

attempt to match, or achieve a match, of a job-ready applicant to an

employer job order. Thus any SESA activity that can be classified as

the screening of applicants, the referral of applicants, the establish-

ment of contacts for arranging interviews, or the like is included in

thiS output category. Placement activities result from matching a job-

ready individual to a job order. The identification of an individual

who matches a job falls on one end of the scale, while verification

of job placement falls on the opposite end.

2.4.4 Legislatively_Mandated Process Outputs

This category consists of SESA activities that are mandated by legisla-

tion but which do not directly relate to the placement functiOns. Thus,

for example, the function of making alien or immigrant certifications

is assigned a value using a numerical measure developed specifically

for this function.

2.4.5 A Schematic Illustration of the_Qutput Measures

Exhibit 2-1, on the following page, presents an illustration of the

SESA Productivity Measurement System as used with hypothetical values

for each category of SESA outputs. (The values shown have been selected

for illustrative purposes only and can be set at any level consistent wlth

ETA policy goals.) These values are:

Process alalAE Value Sange

1 Applicant Process Outputs 25 Points 0-25

2 Employer Process Outputs 25 Points 26-50

3 Placement Process Outputs 30 Points 51-80

4 Legislatively Mandated 20 Points 81-100
Process Outputs

Total Available 100 Points
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As can be seen on the left side of the exhibit, an applicant can have

any of several relevant services supplied (Exhibit 2-1; (1) Applicant

Process Outputs) and can progress along the continuum from any point --

0 for an unqualified person or (perhaps) 10 for one who is more employ-

able -- to 25, which is the score that represents a job-ready individual.

Parallel 'to ehis process, services can be supplied to employer such

that they progress along'rhe continuum pictured on the right side of

the schematic,(Exhibit 2-1; (2) Employer Process Outputs). The highest

point along this scaLl occurs with an employer job order. These two

series of SESA outputs come together with the placement outputs (Exhibit

2-1; (3) Placement Process Outputs). This is represented in the upper

center portion of the schematic, and is scaled from 50 points to 80

points, i.e., 30 points in this example ate awarded to each agency for

each verified plac_ment. The remaining 20 points represent the legis-

latively mandated functions (Exhibit 2-1; (4) Legislatively Mandated

Process). These are measured independently of the other outputs and,

although they are displayed on the same schematic, they do not

necessarily follow in sequence to placements.

2.4.6 Measurement of Frequency of Output

Having identified specific values for each SESA activity performed, !_

is necessary to identify specific frequencies for these activities

over a period of time. The two overriding considerations are the identi-

fication of a specific workload item and the ease in obtaining the count.

The identification of a specific workload item is often a difficult

task. For-example, Employer Outreach Activities are an important first

step in obtaining the job orders necessary for placements. However,

many outreach activities utilize mass techniques in which no specific

employer-SESA interaction takes place. Identification of a specific

output unit from such activities is impossible, while they do involve

intermediate outputs which impact on later operational activity. Thus,

2,0
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the value of their outputs can be subsumed in a later terminal output.

For example "employer inquiries" might be a logical terminal output

for most outreach techniques. Other situations are not as difficult,

however. A logical unit of measure for counseling is "clients counseled".

The frequency of output multiplied by the value of the output may be

used to express the total value for that output over a period of time.

The other consideration in measurements of frequency of output is the

ease in obtaining the count. In establishing any system today, the

potential automation of data retrieval must be cor'Jdered. A model,

no matter how sensitive, which is labor intensive in its operation may

not be so successful as a less sensitive but more highly automated sys-

tem. The investigation of existing systems which measure SESA outputs

included an examination of ESARS, state production report systems, and

other sources. The specific measures selected use a combination of

exist ng and newly established counts. In total, 47 measures have been

selected, of which 26 are from existing sources. A more detailed dis-

cussion of the considerations and alternatives leading to the selection,

of the output structure is found in Chapter 4 of this report.

2.5 WEIGHTING AND AGGREGATING MODEL COMPONENTS

The structure fOr the productivity model was introduced earlier. Such

structure is necessary in order to scale the relationships of the activi-

ties within the four components: applicant processes, employer processes,

placement processes, and legislatively mandated proceases. The assignment

of points within these components, in tura, assigns a value for each

component. It is desirable, however, to have a method which allows SESA

administrators or USES to weight each component in order to alter the

value of the components to reflect the program emphasis or to facilitate

the particular application of the model.

15



A significant justification for altering the weights of the model com-

ponents is to adjust for "external variables". External variables can

be those specific economic conditions in which a SESA must operate.

Altering component weights allows the SESA to adjust for specific condi-

tions and to place emphasis on particular programs. Poi-example, an

external condition of low job availability might make it advantageous

to increase the weight of the employer process productivity component

in order to increase the value for new job detrelopment. Conversely,

high employment might make it advantageous to increase the weight for

the applicant process productivity component to add emphasis for appli-

cant employability development.

The selection of the weights for the model components can become

pert of the budget process in which various SESAls tailor their budgets

to produce program emphasis in specific areas and negotiate weights

for the model. The model canlater be used to monitor performance.

A more detailed presentation of the technique to combine and weight

productivity ratios i_ found in Chapter 5. An example of this technique

is shown in Chapter 6.

2.6 MMPLEMENTATION OF PMS

The SESA Productivity Model System as developed provides a system which

can be implemented at the lowest SESA cost center level with a minimum

amount of effort. A necessary step in developing a system suitable

for implementation throughout the SESA system was to conduct pilot tests

in two states. The states were selected for the tests in order to com-

prise an adceptable range of characteristics including agency structure,

economic and demographic characteristics, and other significant variables.

Results of the pilot tests and the necessary adjustments to.the model

are discussed In Chapter 6.

2 2
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Prior to implementation of the PMS, it is necessary to specify the

techniques of data collection to be utilized and to develop a specific

work plan for the collection efforts. Work measurement techniques such

as work sampling, time ladders, and Job tickets are utilized in the

system to measure the amount of effort spent on the various SESA

activities; Also, existing and newly established workload counts and

sampling techniques are used to identify the output units. These

techniques are incorporated into an implementation guide for the pilot

testing of the Productivity Measurement System.
-%--

2.7 MODEL APPLICATIONS

The conceptual framework of the SESA Productivity Measu _ment System

(PMS) seeks to incorporate several specific features which could

greatly enhance its application in SF,A operations. These features

include the maintaining Of the integrity of SESA functions and cost

centers and the separation of the major areas of SESA and USES emphasis.

This allows the SESA PMS to be utilized in several unique and significant

ways. Alternative uses are discussed below.

Maintaining the functional integrity of the model permits SESA and USES

program analysts to utilize segments of the model to identify

specific problem areas in which productivity is outs de the norm. Since

the model is designed for applications both internal and external to the

agency, analysts can also track productivity egaintlt time, by function,

for an agency. Furthermore, productivity cac be .lot,Apared between similar

agencies, since their functional variations can be isolated.

Main aining the cost center integrity of the model'a -owe SESA and USES

program analysts to utilize segments of the model to identify additional

specific problem areas. By tracking functional productivity by cost

center and making comparisons of time series data or similar cost center

data, specific problems can be identified.

3
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The separation of major areas of SESA and USES emphasis allows the

model to be utilized as a tool during the budget development process.

It can also serve as a means by which performance against that budget

can be monitored. It is well known that various SESA's feel their

unique situation accounts for the variations in the level of output

when expressed in terms of the inputs. While a rural area might have

little difficulty in maintaining 200 placements per man-year; a highly

urban area might find it difficult to place individuals at one half

that rate. PMS can be a useful tool,in establishing realistic and

meaningful goals for an agency,fidnce it can be tailored to the speci-

fic conditions under which the agency operates. In an agency where the

placement ratio is low with sufficient justification the agency could

negotiate a productivity objective for placements which is realistically

attainable through good management and which is acceptable to both

USES and the agency. This can be achieved through an adjustment of

the policy weights in the model to a weighting which places less

emphasis on the placement process for the agency and more emphasis on

employer processes. This shift of emphasis would not reflect a shift

of resources, i,e., the agency would continue to strive for plaCient, but

rather a recognition that the placement ratio in that agency is not

comparable to that of other gzencies. The modification of placement

objectives is akin to the chanv in objectives recently suggested by

both the Shelley and'Englander studies cited earlier. However, the

structure of the FMS provides a more realistic framework within which

to make such changes than that offered by the RAF.

The option of negotiating policy weights allows the setting of a realis-

tic goal forthe agency. For example, an agency with an-historical ratio

of 100 placements per man-year might set a goal of 120. Through negotia-

tion with USES this might be raised to 140. Productivity can then

be monitored throughout the year and the agency administrators, having

participated in the setting of the goal and feeling the goal is attain-

able, will have a realistic objectivetoward which they can apply their

2 4
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management skills.- This sytem can be applied internally as well. SESA

administrators can set specific goals for cost center managers through

the negotiation process. In turn, performance against the goal can be

measured, and appropriate action taken.
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3.0 INPUT MEASUREMENTS

The SESA productivity model must include, as one of its basic components,

a means of identifying and quantifying those SESA inputs which result

in a given product. ASO did not constrain the definition of inputs to

fit the framework previously defined for SESA activities. The most

notable existing framework is that of the SESA Accounting System, the

functional activity codes.

Other structures were evaluated for use in the PMS as well. Although

four of the six structures considered were outgrowths of existing systems

or systems proposed to USES in the past, two new alternatives were

developed for this study. The structure of the two new alternatives is

discussed first, followed by a general discussion of all six alternatives.

The rationale for choosing the particular structure selected as a result

of this study is presented in Chapter 6,

3.1 ACTIVITY AND SUBACTIVITY INPUT STRUCTURES -.

Before discussing alternative classifications of SESA activities it is

appropriate to define several frequently used terms.

Activity: A segment of a program consisting

of related treatments, services, or internal

work products generated by agency work; for

example, counseling services.

Subactivity: A subcategory of corresponding

activities that reflect a more specific work

product level.
4
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Utilizing these definitions, activities were categorized Into three

basic functions:

. Labor Market Exchange functions which

are client specific,,

. Labor Market Exchange functions which

are non client specific, and

. Non Labor Market Exchange functions.

Next, the activities were segregated into subfunction classifications

according to the "client" taward which the activity is directed. Four

basic clients were identified:

Applicants,

Employers,

Community/Industry, and

Other Agencies (Non SESA).

It is our feeling, based on field experience and on an analysis of legis-

lation, that the applicant specific and employer specific labor market

exchange functions represent the major focus of SESA efforts. As a

practical matter, it is within the area of Applicant/Employer services

that the SESA can be most effective. For the above reasons, these

activities represent the most familiar process on which there is com-

parative role agreement and a clearly defined ,_.L; flow. As a result

it is within this area that the most detailed descriptive information

may be found. This conclusion has been verifi_d through field visits

as well as through further study of TimA Distribution information, POSARS

and ESARS. A typical distribution of time for a -ocal office and central

office is,shown in Exhibit 3-1. In using our r L for analysis we found

that the vast majority of all SESA activities aid resources are applied

to Applicant/Employer services. Thus, it is essential that the model

adequately define productivity in these areas.
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Code Descriplla

511 Input Activi ies

512 Counseling

513 Testing

514 Other

520 Training, Selection, Referral & Follow-U

531 Employment

551 Employer __A Union Services

552 Employer Technical Services

553 Immigration Activities

554 Cammunity Services

561 Labor Area Information

565 Test Development

610 Mgmt & Supervision - Local

620 Staff Technical Services - Local

630 Career Dev & Training - Local

611 Mgmt & Supervision - Central

621 Staff Technical Services - Central

631 Career Dev & Training - Central

7-0Ti
Local OTTice 4Total Agency

36 26

4 4

6 3

-

- 1

45 35

2 4

_

- 2

1 2

- 4

1

5 13

1 -

_ -

4

1

Exhibit 3z1,_Tyall_Distribution of Time

Eraalciministrati_on
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Within the SESA labor exchange functions, there is a logical flow of

activity which begins with applicant/employer outreach and terminates

upon verification of job placement and follaw-up. The basic flow of

activity is summarized in Ekhibit 3-2, following this page.

The flow chart indicates that both applicants and empleyers engage in

parallel activities, beginning with outreach, and that they are subse-

quently brought together by the matching process.. Note that many of the

activities which appear to fall outside of the labor market exchange

function area are included in this description. For example, preferen-

tial treatment activities (Employability Development), employer technical

assistance, and enforcement functions (Mandatory Listing) are included

since they each move ultimately toward a job match or placement "output".

We have identified and cataloged all _SESA activities, without regard

to current USES classifications, e.g.,community service or preferentia

treatment. The activities are first organized according to primary

functional focus, e:g., Labor Market Exchange Client Specific, and

then according to client group, e.g., Applicant or Employer. This

approach is used to permit an orderly pairing of activity/outputs with

related objectives.and, ultimately, to place values cu the described

outputs according to po icy and "effectiveness" (judgmental) considerations.

The activ es/outpu s are identified and organized as follows:

1. Client-S-ecific Labor Market Exchange FunctIons

Applicant Process

- Outreach

- Intake

- Diagnostic Assessment

- Employability Development Resou -e

Mobilization

- Employability Development

23



EMPLOYABILITY

DEVELOPMENT

RESOURCE

mOBILIZATION

APPLICANT

OUTREACH
INTAKE

DIAGNOSTIC

ASSESSENT

=
EMPLOYER

T/A

EMPLOYER

OUTREACH

VOLUNTARY

ORDER

SOLICITATION

MANDATORY

LISTING

JOB

CREATION

CLIENT SPECIFIC

JOB ORDER

SOLICITATION

ORDER

TAKING

AVAILABLE JOB

IDENTIFICATION

-Exhibit 3

CLIENT/JOB

MATCHING

EMPLOYABILITY

DEVELOPMENT

PLACEMENT
VERIFICATION

FOLLOW-UP

Overview of Client-Snecific Labor market

Exchange SESA Activities



Employer Process

- Outreach
- Voluntary Order Sol c tation
- Mandatory Listing
- Job Creation
- Farm Labor
- Job Identification
- Client Specific Job Order Solicitation
- Order Taking

loyer Technical Assistance

Job Matching Process

- Job Matching
Verification/Follaw-up

2. Non Client Specific Labor Market Exchange Functions

. Labor Market Information

. Farm Labor Wage Survey

Non tabu: Market Exchan:e Functions

Employee Protection

Farm Labor Protection

Foreign Trade Act

Employer Complaint (SESA Services

Immigration/Alien Certification

Learner Certificate

DMP #4

This listing catalogs SESA activities. The activities are divided into

subactivities. In all, over 110 separate subactivities were initially

defined.

:3 2

25



The detailed activities and subaetivt1es of SESA inputs make up an

impressive and formidable listing. These are shown in Appendix A.

This listing contains a more encompassing group of functions than can

be reasonably handled within the context of this model. There are mul-

tiple levels of detail which can be utilized, ranging from those just

defined to the aggregation of all SESA inputs into a single value. The

selection of the appropriate level of detail involves, in part, a

consideration of what is actually feasible and a determination of the

level to which the "production/cost ratios which reflect how ES resources

are being allocated" (a basic study objective) are to be applied. At

one extreme, it is desirable to maintain a minute level of detail in

order to determine producton/cost ratios for subactivities as small

as work certifications. At the other extreme, a single, aggregated

production/cost ratio based, for example on placements is desirable.

Realistically, the model must define some middle ground which can be

further aggregated to a single ratio but which reflects ratios st a low

enough level to allow "management" of resources within functional areas.

3.2 ALTERNATIVE CLASSIFICATIONS OF SESA ACTIVITIES

There are six definite levels of detail which can be applied to the model.

The specific alternative intake structures include the following:

A single measure of input derived as an aggrega-

tion of all inputs to the SESA (Alternative I).

This structure is at the same level as that of

the Resource Allocation Formula.

The functional code structure currently utilized

in the SESA accounting system time distribution

subsystem at the broad band level (Alternative II).

This structure is the same as what is currently

available through cost accounting.



The functional code structure currently utilized

in the SESA accounting system time distribution

subsystem at the detail band level (Alternative

III). Th s structure is the same as what is

available through POSARS.

. A new functional code structure based on an_

compatible with the SESA accounting time dis-

tribution subsystem, but at a subdetail band

level (Alternative IV). This structure is

similar but slightly modified from that pro-

posed by E.F. Shelley and Company.

. A new code structure based on the activities

defined according to the structure described in

Section 3.1 (Alternative V). This structure is

entirely new.

A new code structure based on the subactivities

defined according to the structure described in

Section 3.1 (Alternative VI). This structure is

entirely new.

The relationships of these structures is shown in Exhibit 3-3, on the

following page.

The selected system need not encompass all SESA activities. In fact,

a logical rationale exists for the selection of only those activities

which can be readily affected by management and thus can be used to

assist in "improvin6 efficiency and allocating resources". For example,

"employer outreach activities" can be affected by prudent management

through the use of more efficient methods, while the handling of complaints

concerning SESA services is sensitive to personal contact and may not be

a candidate for improvement through More efficient methods.



ALTERNATIVE I ALTERNATIVE II ALTERNATIVE III ALTERNATIVE IV ALTERNATIVE V ALTERNATIVE VI

WOSITE

03

TOTAL ES INPUTS

BROAD BAND DETAIL BAND SUBDETAIL BAND ACTIVITIES SUBA .VITIES

PROMOTION

(511 ) INTAKE

510)AS E-AENT

20) TRAINING SE-

(512 ) COUNSELING

513) TESTING

(5111) OUTREACH

(5112) RECEPTION

5113) INTERVIEWING

OUTREACH ADVERTISING

INTAKE

PERSONAL CONTACT

(514 OTHER

LECTION & FOLLOW-

(As detailed in

Exhibit 4-2)

(As detailed in

Exhibit 4-1)

(5114) MIECELLANEOUS,_

(As detailed in

Exhibit 4-3

(As detailed'in

Exhibit 4-4)

EXISTING STRUCTURES ---- PROPOSED STRUCTURES

Exhibit 3- . Relationship of In ut Alternatives

(As detailed in

Exhibit 4-5)



The detailed structure and the relationships of the input variables can

be displayed in a series of Crosswalks. Appendix B shows the time dis-

tribution system detailed band (Alternative III) and subdetailed band

(Alternative IV) relationships. Appendix C shows the subdetailed band

(Alternative IV) and activity (Alternative VI) relationships. Appendix

D shows the subdetailed band (Alternative IV) --d subactivity (Alternative

VI) relationships. The selection of the appropriate level of detail for

the classification of SESA activities can only be achieved through con-

sideration of data availability and an evaluation of the relative difficul-

ties in implementing a specific system to measure an activity. These

considerations are discussed in the following section.

3.3 ALTERNATIVE_ MEASUREMENT STRUCTURE FOR INPUT DATA

The measurement alternatives for the collection of input data within

the context of existing SESA information systems range from a relatively

simple system to an extremely complex system. The rationale for the

selection of a specific alternative weighs heavily upon the resources

available and the sensitivity desired by USES. At one extreme, a

very simple system can be utilized based on data currently available.

The level of aggregation and the built-in bias make it the least sensitive

of the alternatives, and its simplicity and availability make it the

least costly to implement. At the other extreme, a very complex

system can: be utilized requiring the development and implementation

of a system-of identifying and collecting information at a very de-

tailed level. Such a system would be very sensitive; howeverthe

difficulty of implementation and complexity of operation would make

it the most costly alternative.

Alternative I

The simplest measure of input is the aggregation of all SESA activities.

This measure can be directly obtained from the existing SESA accounting

system reports. These reports display SESA expenditures in terms of

man-hours, equivalent positions, personal service costs, non personal

service costs, and total costs. These are shown by organizational un

37
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by month, and in a manner which is totally compatible with the PMS

concept. This data could be collected for the PMS with the minimum

effort and without additional requirements being placed on SESA. This

measure, however, is largely insensitive to variations in efforts made in

individual SESA activities. The ratio based on the aggregated valL2 of

all SESA activities could be used to compare overall operations but

would not allow decisive action on the part of

and improve the SESA system. Superior efforts

could be offset by inferior efforts in another

managers to affect

in one program area

and could go unnoticed.

Only agencies with uniformly superior or inferior services would be

identified. This lack of ability to identify specific areas makes this

level of aggregation too gross even in light of its low cost.

Alternative

The second measure of input is the aggregation of SESA activities on

the basis of the broad band code structure of the Cost Accounting System.

This measure can be emp;.oyed by obtaining values from the existing SESA

accounting systen f.4;orts whE are in content and format essentially as

described abov.:, fhis measure is more sensitive to variations in efforts

made in 5-:%ci:flc

Alte -ative JAI

The third alternative measure of input is the aggregation of SESA activities

on the basis of the detailed band code structure of the Cost Accounting

System. The values baseo on

the existing SESA accountin,;7

this measure can be directly obtained

system reports in context and format

essentially as described abpve. This measure is more sensitive to

variations in specific activ'Aies than the previous

appreciahly affect the cosr for data collection.

Alternative IV

from

two and does not

The fourth alternative measure of input requires the subdividing of

the detailed bi:A code structure of the cost accounting system in order

to identify sre,.,ff.c groups of activities or interest. The collection

of data accordioR to Lhis structure could be achieved through a simple
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modification of the existing time distribution structure or through a

work measurement study utilizing, for example, the time ladder technique.

Such a technique has been utilized for work measurement of ETA programs

in the past and is one of the simplest techniques which can be applied.

Alternative V

The fifth alternative measure of input requires the utilization of a

totally new structure of ES inputs. This structure is based on defining

special ES activities under the particular categories of client specific

LME functions, non client specific LME functions and non LME functions.

The collection of data at the activity level could be achieved by a

system of work sampling, either by employing analysts for this purpose

or by utilizing the self-reporting technique. At certain time incre-

ments, the activity currently being worked on is identified. These

sample data, collected over a specified period of time, can be utilized

to determine the distribution of time by employees to the various

activities. This technique is described in the Handbook on Work Measure-

ment S sterns for Use in Measuri 0 fice Occu ations4/ - This measure

of input is more sensitive than the previous alternatives but would

require a significant effort by analysts in order to collect data.

Alte -ative VI

The sixth alternative, using the additional subactivities related to the

structure defined in the fifth, could be achieved by the utilization of

job tickets. Job tickets are a widely utilized work measurement tech-

nique and are also described in the referenced Handbook. A job ticket

is attached, for example, to a client file. As the client is processed

through the SESA system, time is annotated on the job ticket. A code

P. Pelmquist, Handbook on Work Measprement S sterns for Use in
Meast_Office Occupations. (Washington, D.C.: Office of State
Operations, UTS, Manpower Administration, U.S. DOL, April 1972.)

3 9
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identifying the specific activity performed would also be annotated

on the card. This measurement is the most sensitive to differences in

local operat ons, and the measurement techniques required are not as

difficult as work sampling or time ladders.

The various alternatives are summarized in Exhibit 3-4, titled Summa y

of_Input Measure Considerations. Any one of the alternatives will produce

data which can be converted to man-years, equivalent positions or dollar

units.

3.4 ALLOCATION OF SUPPORT CATEGORIES_

The SESA system of cost accounting provides for charging time to

functional code activities which cannot be directly related to Outpu!--

products. These functions, such as the AS&T codes, are charged back

against ES funding through a cost allocation system. The structure

of most state agencies is such that these costs are outside the control

of ES managers. Since they cannot be directly related to agency products

or readily managed by SESA personnel, it would seem illogical to combine

these AS&T categories into the model itself. Consequently, the produc-

tivity measurement system excludes AS&T costs.

3.5 UNITS OF ME&SURE

The selection of the specific units of measure of SESA inputs represents

an important decision. Three distinct alternatives exist. These are:

man-hours

. equivalent positions, and

. dollars.

32
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Alternative Descr4tion

Total Aggregation

of SESA Inputs

Aggregation at TD

Broad Band Level

III. Aggregation at TD

Detail Band Level

IV. A New Structure

Compatible with

IT but at a Sub-

detail Band Level

V. A New Structure

Using Activity

Codes

VI. A New Structure

Using Suhacti

ty Codes

Data Source

SESA Accounting

System

SESA Accouating

System

Sensitivity Measurement Effort

Very Low Minimal since information

is readily available,

Ver- L w Miaimal since information

is readily available,

SESA Accounting Low

System

Work Measurement Fair

Work Measurement

Work Measurement

Exhibit 3-4. Summar

Minimal since information

IS readily available,

Moderate effort if a system

utilizing the time distribu-

tion forms with a detailed

code is used. This method

is not very accurate.

Large effort if a system

utilizing time ladders is

utilized. This method is

very accurate.

Good Large effort if a system

using work sampling is used.

This method is very accurate.

Moderate effort if a system

of self-reporting work sample

is used. This system has

reasonable accuracy.

Excellent Moderate effort if a system

of job tickets is used. This

system has good accuracy.

of In ut Measure Considerations



The man-hours input in support of a particular activity are a common

denominator of many productivity systems. MAn-hours reflect actual

effort input and are not influenced by salary differentials, or other

variables.

The equivalent positions input differs from man-hours in that the actual

agency work hours during the period are reflected. Equivalent position

data can include or exclude leave. Within the context of the pro-

ductivity model it is advisable to exclude leave since there is no

direct relationship of leave to productivity, and leave factors vary

widely among and within SESA's.

The dollar costs differ from equivalent positions by a cost per man-

year factor. The inclusion of personal costs in input allows a reflec-

tion of the salaries of individual workers. This, of course, varies

throughout SESA's and thus can affect the ratio solely on the basis of

different salary scales. The inclusion of non personal costs in input

allows a reflection of the support costs for rentals, equipment, and

other items which are required and can have a direct impact on produc-

tivity. The exclusion of non personal costs could allow a well-equipped

state to have a more favorable ratio. This is clearly indicated by the

expectation that a well-equipped state with higher non personal services

costs should have a higher productivity. Inclusion of those costs would

reduce its ratio Since its increased production is offset by its increased

cost. Moreover; exclusion of costs of non personal services would encourage

SESA's to utilize these services _to increase production.

The SESA Productivity Measurement System objectives are best achieved

by utilizing as an input measure the costs input to an activity. This

measure can readily be converted to equivalent positions or man-hours

by application of the appropriate factor.
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4.0 OUTPUT EAS ENTS

The SESA productivity model must have, as one of its components, a

method for identifying and quantifying SESA outputs which result from

specific inputs. The development of output measures for the PMS was

not restricted to those output measures utilized in the past. Rather,

working within the cont'ext of the detailed subactivities discussed in

a previous chapter, outputs were associated with each operational area.

Using this approach alternative outputs were developed ranging from

gross measures such as "placements" to those in which specific value is

attached to each ident fiable SESA output.

4.1 DEFINITION OF OUTPUT

The output component of the model consists of two parts. The first

is the value of the particular output. The second is the frequency

of outputs. The product of the two parts is the total value of the

output and can be summed for all activities.

An output is defined as the result of an activity. An output may or

may not be measurable. An output may be intermediate or terminal.

An intermediate output is one which merely serves as a step toward

the achievement of a higher output, for example, applicant outreach

activities in support of a registration. Should outreach activities

serve as the final output, that is, registration is never adhieved,

the output becomes terminal.

4.2 OUTPUT VALUATION

Determining the value of specific outputs result' ,g from SESA activities

is a difficult task. For example, within the applicant service process,

the PMS must set the relative market value for the individual who is

being served by the SESA. The technique used in the PMS to assign

values to SESA outputs is to establish a value for treatment, either

objectively or subjectively, and to assign that value to any product

4
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which receives this treatment. This is a "value added" approach.

When using the 'value added" approach, existing systems of measurement

can be userL For example, techniques of employability assessment have

been developed whidh may satisfy the needs of the applicant process.

To simplify the model, such a system of measurement can be applied to

applicants at various stages as they move through the system. Average

"value added" values can then be established. Such values can then

be assigned to specific treatments. Values can also be established

by using other study experience. For example, where a method for

valuing counseling is agreed upon, it can be used to assign values to

counseling outputs. It must be recognized that in any such process a

particular measuiement system must be "scaled" so that its range of

values is compatible with those used in other areas. This is necessarily

a subject ve judgment but not a difficult one.

In several areas it is necessary to subjectively establish an order

and a value for a range of serVices to be applied to a recipient of

SESA services. For example, legislatively mandated SESA outputs must

be analyzed ard specific values assigned to various activities. Where

the development of a value assignment scale is totally subjective,

operations research techniques may be used to set values.

One of the methods most commonly used is the DELPHI technique, discussed

in Section 2.4. This technique can be used by SESA managers to allow

them to arrive at a consensus opinion as to the value to be assigned to

SESA outputs.

4.3 MEASUREMENTST_FENUENCY OF OUTPUTS

In addition to the establishment of a value for specific SESA outputs

it is necessary to measure the frequency of outputs fot a variety of

categories. Numerous systems exist for collecting SESA data. The

most important is ESARS, but several other systems exist at the state

and federal levels, both internal and external to USES.
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Advantages to ut lizing existing information systems are obvious.

SESA's currently operate with extensive reporting requirements, and

adding new requirements would impede operations. Additionally, the use

of established systems precludes start-up problems that new data systems

encounter.

ESARS:serves as the primary source for identifying SESA output information.

The following paragraphs discuss-ESARS from the perspective of its ntilitY

for measuring the required outputs. Appendix E describes the specific

items of information available from the system.

The use of the "standard" ESARS system by a local SESA operation does

not guarantee that the forms used are copies of those shown in the ESARS

manual. The system does demand that each local operation develop the

jpecific information that is required within the manual, that the

definitions given are observed, and that the information item be placed

on a data tape in the positions specified. Local offices may develop

additional information or rearrange the data items on the form if they

desire, as long as they produce the tape in required format.

The procedures for aggregating data from the tapes are not consistent

across states. In some states basic data tapes are sent from each local

office to the state, where the summary tapes and tables are produced.

Within other states several central locations may perform the summarizing

function. Regardless of the exact procedure used within states, the

basic decision which had to be made was whether output data could be

taken from the summary tables or whether the basic data tapes had to be

used to measure the output. Some considerations follow.

Although during the study we made an in-depth examination of ESARS in

only two state systems, it is our impression that the mechanics of the

system operate smoothly and that the data required would be physically

available. One of the first problems to be addressed, however, is that
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of confidentiality. The PMS system as recommended would appear to favor

strongly the use of basic tape data to track by individual and office.

Use of information related back to individuals, however, may be contrary

to current restrictions in the use of such data.

This is of particular note in the area of the "value added" credit for

services short of placement provided to individuals. Although techniques

might be developed to.handle "groupings" of individuals, if sunmary data

is used, it would seem that the system could be operated more effec-

tively on data from sample sets of individuals. In this manner a direct

, relationship between the background (entry level) of the individual and

the actual services provided can be established. Such an approach

implies the use of,the basic data record.

Use of the information presently collected for the 2% sample was also judged

inappropriate for the PMS. The 2% sample information is collected no

more frequently than on an annual basis. Upon request, states run a

"canned" program against the basic tape data and develop complete inform-

ation sets on individuals having certain Social Security numbers. Data

collected in this fashion is too outdated to be of use in the allocation

process. It also may be difficult to relate or track individuals from

particular locations through a set of services. It is our recommendation,

therefore, that-the 2% sample not be considered as a data source for PMS.

It is our asSessment that the PMS requires information from the basic

data tape, supplemented by additional data from such sources as compliance

d farm labor reports. As may be seen within the following subsections,

we have identified the output measurement points with respect to their
,

source. A sppcific data retrieval procedure similar to that used during

the test period will satisfy the system) data requirements.
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4.4 ALTERNATIVE OUTPUT CLASSIFICATIONS

Six distinct alternative structures of output classifications have

been established for the model. These are compatible with the inputs

described in Chapter 3. Each structure requires a different level of

effort by SESA's in order to support the model. In this section each

structure is defined, its output measures and sources identified, and the

system support requirements discussed. Also, alternative systems of

valuation for activities are identified.

The first output structure is that which would align itself Wi h the

total aggregation of SESA inputs. Thip structure would consist of

a single workload measure.- Since placements are the accepted USES

objective, they would be a logical measure. The limitations of such

a measure for productivity have been discussed within and outside

the context of the resource allocation formula and, consequently, are

not elaborated upon here.

The second output structure (Alternative II) is one which would align

itself with an input structure coincidental with the broad band time

distribution code structure. Such a structure has been utilized for

productivity assessments to a limited degree in the past. Ekhibit 4-1

displays the ma or functional areas, the proposed workload counts, and

workload data sources for this structure.

The third output stru-ture (Alternative III) aligns itself with the input

structure coincidental with the detail band time distribution codes.

Exhibit 4-2 displays the detailed functional areas, the proposed work-

load counts and workload data sources.

The fourth output structure (Alternative IV) is based on the time

distribution codes but is more detailed than the existing detail band

structures. Exhibit 4-3 displays this structure and the proposed work-

load counts and workload data sources.
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The fifth output stru ure (Alte ative V) is based on an entirely new

set of activities and is shown in EXhibit 4-4. Tinally, the sixth output

structure is a more detailed structure based on the fifth, but with

.each activity broadened into subactivities, as shown in Exhibi- 4-5.

Again, the selected system need not encompass all SESA outputs. However,

there are diseinct advantages to include as many outputs as possible.

Obviously, the more detailed the structure the more sensitive the model

will be with respect to specifying conditions within a state agency.

(Text continues on page 57.)

4 9
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(ALTERNATIVE II)

TD
Code Description Units of Measure Source

510 Assessment Registrations ESARS

520 Training Test Transactions ESARS

530 Employment and Job Placements ESARS
Development

550 Employer and Community Job Orders ESARS
Services

560 Manpower Information
1

None Available

600 MGT, Supervision and None Available
Training (Local)

605 MGT, Supervision and None Available
Training (Central)

1/This category comprises less than 5% of the total SESA activity

T me Distribution Broad_Band Codes
Dput Measures and_Sonrces
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:TERNATIVE III)

TD
Code Description Unit o asure Source

511 Intake Registrations ESARS

512 Counseling Counseling Transactions ESARS

513 Testing Testing Transactions ESARS

514 Other Intermediate Output -

520 Training Referrals ESARS

531 Employment Placements ESARS

532 Job Development and Placement
OJT

533 Job Development and Placement
PSE

534 Periodic Exposure to the Job
Market -

551 Employer and Union Services None Available -

552 Employer Technical Services Job Modifications New Count

553 Immigration Activities Immigrants Processed New Count

554 Community Services None Available

561 Labor Area Information None Available

563 Operations Research None Available

564 Occupational Analysis Field
Centers None Available

565 Test Development None Available

566 Job Search Information None Available

610 Management and Supervision
ES Local None Available

620 Staff Technical Services
ES Local None Available

630 Career Development and
Training - ES Local None Available

611 Management and Supervision
ES Central None Available

621 Staff Technical Services -
ES Central None Available

631 Career Development and
Training - ES Central None Available

Exhib 4-2. T me Dis ribution Detailed Band
Output Measures_and_Sources
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(ALTERNATIVE IV)

Code I3c_r_tption

(5111) Outreach Activities

(5112) Receptionist Activities

(5113) Interviewing

(5114) Misc. Intake Activities

(5121) General Counseling Activities

(5122) Interpreting Tests

(5131) Testing

(5141) Case Conference Meetings

(5142) Develop Employability
Plans

(5143) Group Orientation

(5211) Training Selection, Referral
Follow-Up

1,12) Training Devel pment
Activities

(5311) 'Job Order Taking

5312) Selection interv e ng

(5313) Job Bank

(5321) Job Development/Placement/
Follow-Up-WIN-OJT

(5331) Job Development/Placement/
Follow-Up-WIN-PSE

(5341) Periodic Exposure to the
Job Market-

(5511) Employer and Union Services

(5521) Employer Technical Services

.(5531) Immigration Activities

(5541) Community Services

(5611) Gather and Disseminate
Information

(5612) Preparing Newsletters and
Reports

Unit of Measure

Intermediate Output

Registrations

Job Referrals

Intermediate Output

Counseling Transactions

Testing Transactions

Testing Transactions

Counseling Transactions

Plans Developed

Intermediate Output

Applicants Referrals
for Training

Applicants Referrals
for Training

Orders Taken

Placements

Orders Taken

None Available

Job Modifications

Immigrants Processed

None Available

None Available

None Available

Da a Source

ESARS

State Count

ESARS

ESARS

ESARS

ESARS

ESARS

ESARS

ESA_RS

ESARS

ESARS

ESARS

-

New Count

New Count

Exhibit Time Distribution Snbdetail Band Sources
Output Measures and_Sonrces
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(ALTERNATIVE IV)

Code Description Unit of Measure Data Source

(5621) Occupational Opportunities None Available
Information

-(5631) Operations Research None Available

(5641) Occupational Analysis None Available
Field Center

(5651) Test Development None Available

(6101) Management and Supervision None Available
(Local)

(6201) Staff Technical Service None Available
Farm (Local)

(6202) Staff Technical Se_-ice None Available
Other (Local)

(6301) Career Development and None Available
.Training (Local)

(6111) Management and Supervision None Available
(Central)

(6211) Staff Technical Service None Available
Farm (Central)

(6212) Staff Technical Service None Available
Othe (Central)

(6311) Career Development and None Available
Training (Central)

Ekhibi- continued) Time Distribution Subdetail Band Struct_ure
_Output Measures and Sources

3
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1.0

(ALTERNATIVE V)

Description Output Unit Source

ClientuSpecific LME Functions

Applicants Registered

Interviews Scheduled

Tested APplicants

Agreements Established

Applicants Counseled

ESARS

New Count

ESARS

New Count

ESARS

1.1 Applicant Process

1.11 Outreach

1.12 Intake

1.13 Diagnostic Assessment

1.14 Employability Develop-
ment Resource
'Mobilization

1.15 Employability Develop-
ment

1.2 Employer Process

1.21 Outreach Intermediate Output

1.22 Voluntary Order Job Openings (by source New Count
Solicitation

1.23 Mandatory Listing Job Openings (by source) New Count

1.24 Job Creation (by source) New Count

1.25 Farm Labor Job Openings (by source) New Count

1.26 Job Identification Intermediate Output -

1.27 Client Specific Jab Job Openings (by source) New Count
Order Solicitation

1.28 Order Taking Orders Taken ESARS

1.29 Employer Technical Job Openings (by source) New Count
Assistance

1.3 Job Matching

1.31 Job Matching Job Referrals ESARS

1.32 Verification/Follow-Up Placements ESARS

Exhibit 4-4. Activity Level Structure
Output_Measures_and Sources
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(ALTERNATIVE V)

Output UnitPescription

2.0 Non Clipnt_S Functions

Source

2.1 Labor Market Information

2.2 Farm Labor Wage Survey

3.0 Non7LME Functions

3.1 Employer Protection Complaints Resolved Compliance Report
3.2 Farm Labor Protection Orders Investigated Compliance Report

3.3 Foreign Trade Act Referrals New Count

3.4 Employer Complaint Complaints Resolved New Count
(SESA Services)

3.5 Immigration/Alien CertificatIon Cases Processed New Count

3.6 Learner Ce,rtification

3.7 OMP #4 Applicat_ MA 7-38

Exhibit 474. Activity_Leyel Structure
OututMesures and Sourc--
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OUTPUT MEASURES

(ALTERNATIVE VI)

UNIT OF MEASURE ANTICIPATED SOURCES

APPL_CANT PROCESS ACTIVITY OUTPUTS

Outreach Activity Outputs

Applicant/Awareness of SESA Service N A* -

Availability

Applicant/SESA Office Contract Applicants Registered ESARS, State

(partial or full)

Applicant/SESA Scheduled Interview Interviews Scheduled New Count

Cooperation Agreement N/A*

Intake Activit- Out uts

Applicant Awareness of Service Need Intermediate Output

Applicant Awareness of Apprenticeship Intermediate Output

Program

Applicant Scheduled Interview Interviews Scheduled New Count

Applicant Awareness of Job Market Openings Intermediate Output _

Non-SESA Service Provision (By Referral) Applicants Referred ESARS

Diagnostic Assessment Activity OutkiltA

Applicant Case File Files Established New Count

Test Result Testing Transactions ESARS

Non-SESA Service By Referral Provision Applicants Referred ESARS

Figure_475. Detailed Bobactivit Structure

Output Measures_and_Sources



OUTPUT MEASURES

(ALTERNATIVE VI)

UNIT OF MEASURE ANTILIPATED SOURCES

APPLICANT PROCESS ACTIVITY OUTPUTS

Dlanostic Assessment Activit Out

continued)

. Labor Supply Information Records Intermediate Output -

Applicant Aptitude/Interest Profile Intermediate Output

Applicant Awareness of Job Qualifications

and Potential IntrnedIate Output

Applicant Awareness of Employment Develop-

ment Service Needs Intermediate Output -

. Employability Development Service
Plan/Schedule Intermediate Output

. Job Match Plan/Schedule Intermediate Output -

Work Test Certification for UI UI Registration New Count

Work Test Certification for Welfare Welfare Reglstratlons New Count

Work Test Certification for Food Stamps

k2L-oYA1_Y-li.t--souree Mobllity

Food Stamp Registration- New Count

Activity 92tS

SESA/Supportive Service Agency

Treatment Intermediate Output

SESA/Training Agency Agreement Agreements Established New Count

Subactivit Structure

Output Measures and _Sources



OUTPUT MEASURES

(ALTERNATIVE VT)

UNIT OF MEASURE ANT , PATED SOURCES

APPLICANT PROCESS ACTIVITY OUTPUTS

Employabtllty Activltyutputs

. Arrangement for Supportive Service Intermediate Output -

Arrangement for Training Intermediate Output -

Referral to Supportive Service Applicants Referred ESARS

Referral for Training Applicants Referred ESARS

Informed Job Ready Individual Applicant Counseled ESARS

Job Match Plan (Occupational Coal) Intermediate Output -

Apprenticeship Referral Applicants Referred ES 239

Referral to Apprenticeship Program Applicants Referred ES 239

Follow-Up Report Applicants Accepted ES 239/ESARS

EMPLOYER pROCESS ACTIVITY OUTPUTS

Employer Outreach Service_Ont2m1s_

Employer Awareness of SESA Service Intermediate Output _

Availability ,

. Employer Inquiry Intermedia Output -

Employer Job Order Job Order ESARS

IipLeAJ._ Detailed Subactivity Structure

011_qput Measures and Sources
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OUTPUT MEASURES

.TERNATIVE VI)

UNIT OF MEASURE ANTICIPATED SO RCES

DIP OYER PROCESS ACTIVITY OUTPUTS

Intermediate Output

Intermediate Output

Job Order

Inte _ _d ate Output

Intermediate Output

Intermediate Output

Job Orders

Job Mod fication

Job Modification

Job Modification

Job Modification

Job Modification

Intermediate Output

Intermediate Output

Job Order

-

ESARS

ESARS/Mandatory

Listing

New Count

New Count

New Count

New Count

New Count

-

-

ESARS

Voluntar Order Solicita on Act1vlt Out uts

Employer Awareness of SESA Service
Availability

Employer Inquiry

Employer Job Order

lInth:1:0_174111111,ELAO_tiYI.ty_911SPIL

Listing Compliance (Legal Requirement
Satisfaction)

. Employer Awareness of SESA Service

Availability

Employer Inquiry

Employer Job Order

'IobCtit--u"
. Restructured Job Content

Modified Job Entrance Requirements

. Altered Job 4enefits and Conditions

Subsidized Job - OJT, PSE, Work Experience

Job With Tax Credit

Employer Awareness of SESA Service

Availability

Employer Inquiry

. Employer Job Order

Det_ailea SqbactivIty S

Out ut Measures and Sonrces



OUTPUT MEASURES

(ALTERNATIVE VI)

UNIT OF MEASURE ANTICIPATED SOURCES

EMPLOYER SERVICE ACTIVITY OUTPUTS

Intermediate Output

Registrants FLC

Acceptance

Job Orders

IntermedIate Output

Intermediate Output

IntermedIate Output

Orders

Transactions

N/A

N/A

N/A

N/A

_

-

-

ESARS

ESARS

Farm_Labor EmaluiLlkstivity_putpylp_

FLC Awareness of Registration Requirements

. FLC Registrant Accepted

. FLC Registered with ESA

FLC Job Orders

Available Job Identlficati on Out-uts

SESA Awareness of Job Availability
(

Client _Specific Job Order Solicitation Outs

SESA Awareness of Job Availability

. Employer Inquiry

Employer Job Order

Order Tak n. A A: ty Outputs

. Recorded Order

Job Bank, Order Lis

Job Bank Output

List Printout

- List Distribut on

Fj_gure_475_.__ Detailed Subactiyity Structure

Oytput Measures and_SourceS



OUTPUT MEASURES

(ALTERNATIVE VI)

UNIT OF MEASURE ANTICIPATED SOURCES

EgPLOYER SERVICE ACTIVITY OUTPUTS

_pi-i_pErn-lo-prTectlee_AcrivitOututs

Job Orders Job Orders ESARS

Employer Awareness of SESA Service Intermediate Output

Availability

Improved Manpower Resource Utilization

- Restructured Job Content Job Modification New Count

- Modified Job Entrance Utilization Job Modification New Count

Altered Job Benefit & Contribltions Job Modification New Count

- Subsidized Job Job Modification New Count

- Job With Tax Credit Job Modification New Count

- Employer Awareness of SESA Serv ce Intermediate Output

Availability

- Employer Inquiry Intermediate Output

- Employer Job Order _ob Order ESARS

. Assisted AA Plan Development N/A -

EEO Compliance N/A

Detailed Subactivit Structure

Output Measures and Sources



OUTPUT MEASURES

(ALTERNATIVE VI)

UNIT OF MEASURE ANT , PATED SOURCES

JOB MATCHING_ACTIVITY_ OUTPUTS

,JOb Matc4API_ALtliaL211Laqq

. Client/Job(s) Match List Inte_mediate Output

. Job/Client(s) Match List -

. Match Matches New Count

. Schedule of Placement Interv '-- /A -

Order Refer4a1 for Clearance Intermediate Output -

Interview Scheduled Intermediate Output -

Referral to Job Openings Referrals ESARS

Accompanied Client/SESA Job Intervie s N/A -

. Interview Intermediate Output

Job Placement intermediate Output

Job Verification Form (Verified Job) Verified Placement ESARS

. Retained Job N/A

Verification/Foll2H:aleqqa_QuLEutR

. Job Verification Form (Verified Job) N/A

Retained Job N/A

MARKET EXCHANGE FUNCTION

Labor Market Information Ou uts

Labor Market Information Repor _

. Job Information System

. Special Labor Market Repor s

TI1E2_11:5. Detailed Subactivity Structure

Out ut Measures and Sources



OUTPUT MEASURES

(ALTERNATIVE VI)

UNIT OF MEASURE ANTICIPATED SOURCES

:

MARKET EXCHANGE FUNCTIONS

Intermediate Output

Complaints Filed

Intermediate Output

IntermedIate Output

Intermediate Output

Intermediate Output

Intermediate Output

Complaints Resolved

,

-

Compliance Report

Compliance Report

Farm_Labort_tAln
SESA Awareness of Wage Levels by Crop

Applicant Awareness of Wage Levels by crop

Farm Labor Wage Standards by Crop Report

NON-LABOR MARKET EXCHANGE ACTIVITIES

Employe

Out ut j

Employer/Employee (Applicant) Awareness

of SESA Employee Protection Service

, Filed Employee Service

. Improved SESA Service

Resolved Employee Complaint

Corrected Nrong"

- No "wrong"

Reported Compaint

. SESA Sure of Complaint Resolution

Figure 4-5. _Detailed Subactivityltructure

Output Measures and Sources



OUTPUT MEASURES

(ALTERNATIVE VI)

UNIT OF MEASURE ANTICIPATED SOURCES

NON-LABOR MARKET EXCHANGE ACTIVITIES

Orders investigated

Intermediate Output

intermediate Output

Intermediate Output

Intermediate Output

Referrals

Complaints Filed

CoMplaints Resolved

Intermediate Output

Intermediate Output

Intermediate Output

Cases Processed

Farm Labor Compli-

ance Repor

-

-

New Count

New CoL'

New CouriL

New Count

Farm Labor_(Applicant) Protection

Activity Outputs

Job Order in Compliance

SESA Awareness of Compliance/Non-Compliance

Reported Non-Compliance

Forel n Trade Act Out uts

. SESA/ILAB Awareness of Firms/Untoni

Adversely Affected by Trade Act

Applicant Awareness of Allowance El_gibility

Applicant/UI Referral

§11112.yr Complaint Activity Outputs

Filed Employer Complaint

Resolved Employer Complaint

Immigration/Alien Certif cation

Outputs_leti'Lta

SESA Awareness of Immigrants Occupational

Demand

SESA/Immigration Awareness of Domestic

Worker Availability

SESA/Immigration Awareness of Affect -f

Immigrant Hire

. Certification/Rejection

Figure 4-5. Detailed Subactivit- Structure

011!adt_Measures and Sources



OUTPUT MEASURES

(ALTERNATIVE VI)

UNIT 01 MEASURE ANTICIPATED SOURCES

NON-LABOR MARKET EXCHANGE ACTIVITIES

Learner Certification Activity_ut uts

ESA Awareness of Experienced arker

Availability

ESA Awareness of Learner Supply

Defense Manpower Policy Issuanee #4

ari-Y1:..?Ituts

SESA Awareness of High Unemploylent Intermediate Count

Areas Under DM? #4

-.7DM? 1/4 Eligible Area.PublicCrtion Intermediate Count _

DMP #4 Employer Awareness of Pre erence Intermedist Count -

Certification Requirements

Accepted/Rejected Preference Application
1

Applications MA 7-38

. DMP #4 Employer Preference Certification IntermediateCount

SESA Awareness of DMP #4 Employer IntermediateXount -

Compliance/Non-Compliance .
,

Violations Reported Intermediate Count -

Figure 4-5 Detailed_Subactivity Structure

Out-ur Measures and Sources



4.5 SUMMARY OF OUTPUT MEASUREMENT ALTERNATIVES

It is convenient at this point to summarize the alte-ative approaches

to the measurement of SESA outputs. This summary is shown in Ekhibit

4-6. Included in this summary is an estimate of the sensitivity of the

model corresponding to each level of detail for output data collection.

As sensitivity improves the measurement effort increases, for example,

Alternative VI requires the establishment of 21 additional measures.

The feasibility of using this_alternative was examined during the data

collection phase of the pilot tests. Chapter 6 of this report discusses

the on site experience in evaluating the practicality of these alter-

natives.
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77

Alterna- Total
tive Description Existing New Measures Sens:

I. Total Aggregation 1 0 1 Very
SESA Outputs

Aggregation at 4 4 Very
Broad Sand
Level

Aggregation at De-
tail Band Level

5 2 7 Low

IV. Aggregation At 12 3 15 Fair
Subdetail Band
Level

V. Activity Level 9 11 20 Good

VI. Subactivity Level 26 21 47 Excel

Exhibit Summar of__Outkut Measurement Alter



A1terna- Total Measurement
Descri tion Existing New. Measure4 Sensitivity Effort

Total Aggregation o 1 0 1 Very Low Minimal
SE81 Outputs

II Aggregation at 4 Very Low Minimal
Broad Band

Level

Aggregation at De-

tail Band Level

5 2 7 Low Moderate

IV. Aggregation At 12 3 15 Fair Moderate
Subdetail Band

Level

V. Activity Level 9 11 20 Good Substantial

VI. Snbactivity Level 26 21 47 Excellent Substantial

EYLITilmarofOutut Measurement Alternatives



MISSIONS

COALS

1st LEVEL

OBJ

THE BASIC ES MISSION IS TO

PROVIDE AN EMPLOYMENT CLIMATE

FOR STABLE GROWTH AND SOr"

WELL-BEING BY ENSURING

EXISTENCE OF AN ORDERLY ,I-

FECTIVE AND EQUITABLE LABOR

MARKET EXCHANGE

TO ENSURE THAT ALL TO ENSURE THAT AIL TO ENSURE THAT ALL

APPROPRIATE PERSONS POTENTIAL EMPLOY- APPLICANTS AND JOB

ARE PREPARED FOR, MENT OPPORTUNITIES OPENINGS ARE

PLACED AND TRAINED ARE IDENTIFIED AND MATCHED IN AN

IN SUITABLE EMPLOY- DEVELOPED. APPROPRIATE AND

MENT IN AN ORDERLY TIMELY FASHION

AND EQUITABLE MAN-

NER

REDUCE

INCIDENCE

AND DURA-

TION OF

UNEMPLOY-

MENT

2nd LEVEL _

REDUCE

JOB

MATCHING.

COSTS

IMPROVE

RESOURCE

UTILIZA-

TION

REDUCE

TRANSFER

PAYENTS

5 6

IMPROVE-

MENT IN

NON-ECO-

NOMIC

FACTORS

TO FULFILL LEGISLA-

TIVE AND PROGRAM RE-

QUIREMENTS FOR

ASSISTING FEDERAL,

STATE AND LOCAL

GOVERNMENTS IN MEET-

ING THEIR LEGISLA-

TIVE OBJECTIVES

IMPROVE

RESPONSE

TO LEGIS-

LATION

IMPROVE

INTERNAL

OPERATION

Page 66 Page 66 Page 66 Page 67 Page 67 Page 68 Page 68

Exhibit 5-1. Sumniaryof Efflpy1iient Service Objectives



5.2 STRUCTURING EMPLOYMENT SERVICE OBJECTIVES

The Employment Service is presently intended to be an inst ument of both

economic and social policy, with an operational focus that is limited to

labor market activity. The central mission of the Employment Service

therefore, is to serve as a labor exchange mechanism with both economic

and social purposes. From this statement of "purpose", the mission and

goal structure can be developed.

SESA Mission: The basic Employment Service mission is to

provide an employment climate for stable economic growth

and social well-being by ensuring the existence of an or-

derly, effective and equitable public labor market exchange

system to supplement other private and institutional labor

market exchange mechanisms.

SESA_Goal: To ensure that all appropriate persons are pre-

pared for, trained, and placed in suitable employment in an

orderly and equitable manner.

SESA Goal: To ensure that all applicants and job openings

are matched in an appropriate and timely fashion.

SESA Goal: To ensure that all potential employment oppor-

tunities are adequately defined and communicated.

SESA Goal: To fulfill appropriate legislative and adminis-

trative requirements for assisting Federal, state and local

governments in meeting their legislative objectives appli-

cable to the labor market, and to improve agency responsive-

ness through upgrading SESA operational responses.

This statement of the overall mission and Major goals provides a frame-

work for defining objectives.
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A summary of objectives is listed in the chart provided on page 64.

First level ob ectives are to:

reduce the incidence and duration of unemployment,

. reduce job matching costs,

improve resource utilization,

reduce transfer payments,

improve non-economic factors,

. improve response to legislation, and

. improve internal operation.

Four first level objectives listed are inferred directly from the labor

exchange function and can be viewed as having an economic orientation,

with secondary social consequences. The other first level objectives

listed reflect a primary concern for social consequences. Again, it is

apparent that social objectives have economic consequences. In each

instance, one result is a by-product of the other. The two orientations,

economic and social, have not been separated with respect to mission and

goals, and, therefore, they are not separated within the objectives.

This lack of separation will increase the policy-making difficulty when

attaching policy weights to individual second level objectives. (To

permit ease of reference "second level object .es" will be referred to

as "objectives' in the remainder of the text. First level objectives

will be referred to as such.) Lack of separation does not preclude

exercising policy judgments, however. The combination of social and

economic factors will require that policy-makers make a value trade-off

when setting specific policy values for each objective.

5.3 RELATING OPERATIONAL ACTIVITIES TO OBJECTIVES

To assist in assigning values to objectives it was useful to trace the

relationship of objectives to first level objectives, then to goals and

finally to the Employment Service mission as displayed in Exhibit 5-1.
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This exhibit provided a chart showing which specific objective was di.. ived

from which first level objective and, in turn, identified the goal from

which the first level objective was derived.

7he objectives were arrayed as shown in Exhibit 5-2, with the

lowest activity level (subactivity) related to individual outcomes of

the existing SESA activities. This arrangement permits policy-makers

to assign appropriate policy weights throughout the program structure.

These values, along with productivity measures, can then be combined

into an overall productivity index.

The goals and objectives so developed are next related to the basic

program structure. The SESA program structure can display expendi-

ture choices in terms of SESA "programs" and SESA "activities" designed

to meet overall agency objectives. The definitions to be used which

are reflected or suggested by the program structure are as follows:

Goal: A value to be sought; typically a broad statement

implying an ideal or direction in abstract terms; a term of

reference.

Obiective: An end result which may be attained and for which

attainment may be.measured. Objectives are oriented toward

impact consideration and imply that a benefit measure relating

to how people are affected exists.

Bone A reflected improvement in the social or economic

well-being of people. This measure is frequently used for

evaluating alternative investments in terms of objectives.

Program: A constellation of activities directed toward a

specific target group. Program "results" relate directly

to benefits, i.e., indicators of progress toward stated

objectives.
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ACTIVITY

ACTIVITY

ACTIVITY

ACTIVITY

ACTIVITY

3OAL OBJECTIVE

PROGRAM

ends

OLT CTIVE

mean

ACTIVITY

ACTIVITY

ACTIVITY

ACTIVITY

ACTIVITY

ACTIVITY,

SUB4CTIVITY

SUB-ACTIVITY\ SUB-ACTIVITY

Exhibit 52. Miss1on/Goa1/Obecttv e Pro ram Structure



Activity: A segment of a program consisting of related

treatments, services or internal work products generated

by agency work, for example, counseling services.

§1.112:Ayl: A sub-category of corresponding activities

that reflect a more specific work product level.

Out ut: The result of an activi y. An output may or may

not be measurable.

In approximating the definition of objectives and lower level activities

of the program structure, the following criteria are used to select and

define candidate categories.

Objectives are logically related to higher ordered

goals and objectives and are consistent with the

departmental goal statement.

Objectives are logically translatable into quantifi-

able measures of output to provide criteria for investment

choices.

Objectives are defined with sufficient precision to

permit specific issues to be identified with respect to

competing or complementary objectives.

. Objectives are structured to encourage and facilitate

the systematic analysis of wide-range of activity

combinations suitable for achieving objectives.

7
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The extent to which selected objectives meet the above criteria is

extremely important as the process to develop policy weights for

application to selected outputs in the compilation of ehe overall

productivity index begins. As summarized from the chart (Ekhibit 5-1),

which illustrates the relationship among the various levels of objec-

tives, candidate SESA objectives are:

1. Reduce Incidence and Durasics_14_12EfEplayanL

Reduce duration of job va Acy.

. Reduce duration of worker unemplo- ent.

. Reduce frictional unemployment.

. Reduce structural unemployment.

. Reduce turnover.

, Reduce unnecessary entrance requirements.

Reduce training/educational barriers to employment.
. Reduce personal/social/medical barriers to employment.

. Reduce time for job order filling.

. Reduce time spent in job search.

. Fill job orders

. Place job ready applicants.

. Ensure an adequate supply of year-round farm workers.

. Reduce recessionary impact of unemployment on local communities.

Reduce Job Matchin Costs

Reduce job search costs.

Reduce recruitment costs.

ove Resource U ilizat on

. Reduce employer training time and costs.

Increase quality of job match.

Increase appropriateness of job entry requirements.

Improve worker utilization._
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Improve plant resource utilization.

Maximize applicant earnings.

Minimize employer labor costs.

. Improve access of new industry to local communities.

Maximize resource utilization of non-SESA's (Manpower, Voc Ed.,

Welfare, etc.).

Improve vocational school curriculum planning.

Improve local/regional economic development planning.

4. Reduce Transfer Pa- ents

Reduce UI payments.

Reduce welfare payments.

. Reduce food stamp payments.

Improvement in Non-Economic Factors

Increase equitable distribution of job opportunities.

Improve worker conditions.

Improve worker benefits.

Provide Worker protection.

Implement service priorities (vets, youth, etc.).

Ensure adequacy of housing standards for migrant workers.

Ensure adequacy of working conditions for migrant workers.

Ensure oquitable distribution of services and employment

opportunities to rural workers.

Minimize adjustment to displaced workers (Trade Act).

Ensure appropriate learner certification of young workers.

Fulfill manpower needs to meet national emergency/mobilization

needs.

Ensure equity of services and working conditions.

Ensure access 7 refugees to employment opportunities.

Support Armed Forces recruitment efforts.

Develop appropriate Job Corps opportunitieS.

Improve access to job opportunities for youth.
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Improve

Improve

Improve

Improve

Improve

access

access

access

access

access

job

to j ob

to j ob

to job

to job

opportunities

opportunities

opportunities

opportunities

opportunities

for

for

for

for

for

handicapped.

minorities.

women.

older workers.

economically disadvantaged.

Improve access to job opportunities for seasonal workers.

Ensure re-employment of displaced persons affected by major

natural disasters.

Ensure access of disadvantaged and minorities to union trades.

Improve data base for affirmative action planning.

6. Im.rove Res onse to L slation

Ensure legislative compliance with FLCRA.

Support provisions of Immigration Act through alien certification.

Ens.Are eligibility of applicants for Trade Act assistance.

Ensure that FmHA loan guaranties are made to appropriate plants.

7. Im2rove Internal Operation

. Improve occupational testing mechanism.

. Update DOT Codes and improve their accuracy and usability.

. Improve service program approaches and strategies.

As the complete productivity model structure

flow of SESA agency resources, from the most

falls into place, a logical

basic application, (sub-

t.5!Exhibits u:n:t6e.d;Yt:::



OBJECTIVES

REDUCE INCI- REDUCE PROVE REDUCE IMPROVEMENT IMPROVE IMPROVE

DENCE AND JOB RESOURCE TRANSFER IN NON- INTERNAL 1ESPONSE

DURATION OF MATCHING UTILIZATION PAYMENTS ECONOMIC OPERATIONS TO LEGIS-

INEMPIVE COSTS_ FACTORS

A

OUTPUTf

OUTREACH INTAKE DIAGNOSTIC EMPLOWILITY EKPLOYABILITY

ACTIVITY ACTIVITY ASSESSMENT DEV RESOURCE DEVELOPMENT

OUTPUTS OUTPUTS ACTIVITY OUTPUTS A TIVITY OUTPUTS ACTPZUfJ

Exhibit 573 Relatiotivities to USES_Objlqives



OBJECTIVES

Reduce incidence Reduce Job Reduce Transfer

4Pd Duration of Matching Utilization
PaYments

katIETI Costs

OMITS

93

A

Improvement in

Non-Economic

Factors

112221-

VAT to
Legislation

14.

Improve In-

ternal Opera-

tins

Employer Voluntary Muda- Job Crea- Farm Luba Available Client Order Employer

Outreach Order So- tory tion Acti- Employer Job Iden- Specific Taking Technical
Service licitation Listing vity Activity tification Job Order Activity Assistance

Outputs Activity Activity Outputs Outputs Outputs Solicitation Outputs Activity

Outputs Outputs
Activity Outputs

Ezliihi t. .5-4k Relatio-TIA.oyer Processr.. tivi ties UESL1*qll ives



OBJECTIVES

Reduce Inci- Reduce Job Improve Resource Reduce Transfer

dence and Matching Utilization Payments

Duration of Costs

Unemployment

OUTPUTS

Job Matching

Activity

Outputs

Improvement in

Non-Economic

Factors

Exhibit 5-5, Re1acIorihp of Placement Process to USES Wectives



OBJECTIVES

Reduce Incidenc Reduce Job Improve Reduce Improvement Improve Re- Improve Internal

and Duration of Matching
(-

Resource Transfer in Non- sponse to Operations

Unemployment Costs Utiliza-

tion

Payments Economic

Factors

Legislation

OUTPUTS

Employee

(Applicant)

Protection

Activity

Output

07

Farm Labor

(Applicant)

Protection

Activity

Outputs

Foreign Employee Immigration/ Learner Defense Manpower abor Farm Labo

Trade Complaint Alien Certi- Certification' Policy Issuance arket In Wage

Act Activity fication Activity #4 Activity Out- formation Survey

Outputs Outputs Activity Outputs puts Iutputs Activity

Outputs Output

Exhibit 5-6. RelatIonshp o f Le _is t ive s



5.4 COMPONENT WEIGHTING

In order to establish component weights which are subjective in nature

it is necessary to follow a specific and orderly process of evaluation.

As earlier defined, a definite relationship exists with USES objectives

and the model outputs. A necessary first step, then, is to estzblish

a ranking of all USES objectives. This can be achieved by utilizing

a panel of knowledgeable evaluators. After a specific ranking is

achieved, the order objectives can be scaled. Using the "Delphi"

technique a logical value can be established for each objective. Then,

by summing the total weighted objectives which are related to activities,

and summing the corresponding activity weights, a total value for a

component of the model can be established. This procedure was followed

as part of the test and is discussed in detail within Chapter 6.
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6.0 D4ONSTRATION OF PRODUCTIVITY NEASURENT SYSTEM

6.1 INTRODUCTION

During earlier phases of this project considerable effort was expended

to_establish a structure for the measurement system; to formulate the

various measures; and to develop the means of collecting, analyzing,

and presenting the results. The last phase of the contract involved

the conduct of pilot or feasibil -y tests in four local offices and the

refinement of the model based on their results. The pilot studies

provided an opportunity to test the actual availability of data and

to make adjustments to the model, moving it from a conceptual status

toward an operational status. The results of the pilot studies,, their

impact on the conceptual model, and the finalized version of the model

are presented in this chapter. Specifically, this chapter includes:

the description of the structure of SESA activities, outputs, and objec-

tives; a discussion of the technique used to 'establish values for SESA

services; descriptions of applicant, employer, and agency data; and a

discussion of the methodology for model operation.

6 STRUCTURE OF SESA ACTIVITIES

Considerable discussion has been directed in previous chapters toward

alternative structures for use in the PMS. It is appropriate to sum-

marize the alternatives considered, to discuss in detail those which

were most appropriate, and to present the rationale for the selection

of the final structure.

Within these earlier discussions a detailed description of the six

alternative structures was provided to demonstrate the relationship of

one to another. The documentation of this set of relationships was

particularly important, for it allowed each activity level to be

utilized during the pilot study while retaining the ibility to compare



results. The six levels presented were=

A single measurement structure derived as the aggregate

of all activities. This structure exists at the same

level as the Resource Allocation Formula.

The functional activity code structure of the SESA account-

ing system Time Distribution Subsystem at the broad_band

level.

The functional activity code structure of the SESA account-

ing system Time Distribution Subsystem at the detail band

level.

A new functional activity code structure based on the SESA

accounting system Time Distribution Subsystem but at a

subdetail band level.

A new code structure based on specific activities defined

for the Productivity Measurement System.

A new code structure based on specific subact/vities de-

fined for the Productivity Measurement System.

The pilot studies provided an opportunity to test the structure. Data

was collected for the most detailed structure first, and, as each succes-

sive office was studied, a less detailed structure was used, until the

most appropriate level was identified.

The structure which effered the greatest detail, the subactivity level,

was used first. Time spent on each subactivity was reported at five

minute increments utilizing the Time Ladder approach. SESA employees

were allowed to combine report elements where the reporting of detailed

time utilization was not practical. The results of the studies, as

shown by the time ladders and the employee comments, demonstrated that

the structure was too mlnutely detailed. Activities occurred in small

time increments, and employees were often performing two or more activi-

ties concurrently.
161
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Time reporting was cumbersome, interfered with agency operations, and

was often inaccurate because of the requirement for detail. After ona

day of study the structure was abandoned and the next level of detail

substituted.

This level of detail, the activity level, was utilized at two separate

local offices. The first office was small in size, and employees were

required to perform diverse functions. Order taking was performed by

interviewers, and virtually no specialization existed. Other programs

such as CETA and WIN were also administered by the office. The second

office was highly specialized, and a distinct separation existed among

inteeviewers, counselors, employer specialists, wad order takers. Little

difficulty was experienced with either office utilizing the structures

with time ladders, however, the lack of activity reported within specifiL.

areas demonstrated the insignificance of a number of the activity

categories in the PMS. Minor difficulties also occurred in the utiliza-

tion of the structures for employees dealing directly with applicants.

The activity level structure was modified to provide a system that was

a combination of the activity level and the subdetail band level.

This modification was made both to improve the structure utilized earlier

and to facilitate the use of job tickets instead of time ladders. The

amount of time spent with each applicant was recorded on job tickets.

This system was utilized in two separate local offices, and the results

demonstrated that the structure is workable. However, the need for

additional modifications was also evident. For example, while job

tickets allowed for reporting time in increments of less than a minute,

it was felt that the significance of these 'ncrements was minor and that

a broader code structure would be appropriate.

In analyzing the test it is necessary to answer several questions. First,

what is the relationship of the detailed structure to the measurement

of productivity? Secondly, how significant is the relationship when the

1

76

2



difficulty of implementation is considered? The answers to these t o

questions are of paramount importance in the selection of the final

structure.

Obviously the more detailed a structure the more sensitive it is to

specific conditions within an office. For example, a system which

identifies food stamp activities, as opposed to one which aggregates

food stamp activities with other activities, will provide additional

information co the analyst. However, the number of unusual conditions

and subactivities at each location make it virtually impossible to

isolate each action involving an individual. Attempting to do so

detracted from the ability to focus on major activities.

These factors considered, it is appropriate to remain within the struc-

ture of the detailed band of the Cost Accounting Time Distribution sub-

system for the initial implementation. This provides a basis for

rapid implementation when the Pms is installed on a pilot basis. To

the extent that the system is considered successful, modifications can

be made within the existing structure to provide more sensitive measures.

These modifications are discussed in Chapter 7.

Because of the above relationship it is worthwhile to compare the struc-

ture-defined here to the structure recommended for adoption by USES as

part of a project to review the SESA Accounting System. The recommenda-

tions include the combining of the codes into essentially six summary

level codes. While there is no doubt that diffculties occur when time

is accounted for,at a detailed level, without such a structure little

analysis if any can take place. Conversely, to attempt to measure pro-

duct- lity at the summary level would be of limited value since important

variations would be concealed. When the Cost Accounting System and the

Time Distribution Subsystem are to be used as funding vehicles every
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effort should be made to insure that TiMe Distribution reports are not

prepared solely to maximize benefits which may be gained from reporting

particular activity within the performance assessment formula.

6.3 STRUCTURE OF SESA OUTPUTS

The necessity to measure specific outputs corresponding to the various

SESA activities is apparent. During the conduct of the study the

numerous alternative measures discussed in Chapter 4 were considered.

Two major considerations exist in the selection of output measures.

First, the measure should be an objective measure of activity capable

of measuring the same activity at different locations. Secondly, the

measure should be readily obtainable, preferably through the use of

existing data systems.

The pilot studies provided an opportunity to test for availability of

data in local offices. Data availability depends to some extent upon

the specific information procedures utilized in the state. Where out-

put measures were defined as specific ESARS items, no problems occurred.

ESARS normally was prepared for input into the system at the end of the
day. Since this data was input at approximately 3:00 p.m. each day,

care was exercised to ensure that the counts were allocated against

the proper day. Other output measures were not as easy to handle.

Counts of selection interviews had to be handled on an individual basis

with some loss of accuracy. It will enhance the FMS accuracy if counts

are compatible with those currently made for the existing system.

A finalized SESA output structure was developed through an "on-site"

analysis of those alternatives outlined in Chapter 4 of this report.

These alternative structures were refined during the pilot study. The

measures of output are shown in Exhibit 6-1. The data is readily

available since it is either collected in support of ESARS or rou inely

but unofficially tallied as part of local office oc--ations. The FRS

can be readily computerized where the data is an input to ESARS.
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ACTIVITY

Outreach

Reception

Interviewing

Counseling

Testing

Other Of c.

Training

Job Order Taking

Selection Inter-
viewing

Employer & Union
Services

Employer Technical
Services

Immigration

Community Services

Labor Area Informa-
tion

Occupational
Opportunities

Operations Research

Test Development

Management & Supervisor

OUTPUT MEASURE SOURCE

New Registrants ESARS Table 11, Cell 11010

L.O. Contacts ESARS Table 11, Cell 11010

New Registrants _

Renewals
Counseling Trans-
actions

Testing Trans-
actions

None

Referrals fn'-
Training

Orders Taken

Referrals

None

Employer Visits

Certifications

None

None

None

None

None

None

Exhibit 6-

ESARS Table 11, Cells 11010
& 11015

ESARS Table 11, Cell 11030

ESARS Table 11, Cell 10035

ESARS Table 11, Cell 11070

ESARS Table 7, Cell 07015

ESARS Table 11, Cell 11130

Available at Local Office

leasures of Out ut
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Measure Identified
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Other Categories
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6.4 ESTABLISMENT OF THE PRODUCTIVITY RArn WEIGHTS

In response to the study requirement to provide a means of "combining

and weighting" productivity ratios to develop a single overall pro-

ductivity ratio, ASD/ASSI set out to define the specific objectives for

SESA's and, based on the relative importance of the objectives, to com-

bine and weight the corresponding productivity ratios. As discussed

in Chapter 5, the PMS rationale assumes that USES desires that certain

emphasis be placed in each of the four major program areasApplicant

Processes, Employer Processes, Job Matching Processes and Other Legisla-

tively Mandated Programs. The question to be answered is, what emphasis,

or weighting, should be placed on each of the individual areas.

The technique used allowed the top administrators of USES and SESA to

determine subjectively the weights to be placed in each of the four

processes. The values were to be established after considering the

objectives. The actual weight, however, was totally subjective.

The DELPHI technique, (discussed in Section 2.4) was proposed to be

utilized... Since it was the intent to only demonstrate the concept of

weighting and not evaluate the DELPHI technique, no attempt was made

to narrow the responses. A rating form was passed out to fifteen top

DOL/USES administrators. Thirteen of those who received the form

responded.

The results of the valuations were interesting in that administrators

appeared to agree on the major objectives, while opinion was widespread

on some of the i!ss important objectives. The range of Opinion was broad

even for an ob ective such as "Reduce Transfer Payments" which is quite

possibly the area of greatest impact for the Employment Service. The

results of the "survey" point up a real need to develop A better agree-

ment of USES objectives among the top administrators. Weightings assigned

to each of the four process areas by the respondents showed opinions to

be widespread. All evaluators felt that job matching was an important

1
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process, but judgements of its relative importance covered a wide range.

Opinions as to whether the major emphasis should be directed to the

applicant or the employer fluctuated widely, pointing out the dilemma

of,"who is really served by SESA's,..the applicant or the employer". Since

the responses were obtained from top administrators the results reflect

diverse perspectives which have a major influence on DOL/USES policies.

The results of the evaluations are shown on the following pages. Exhibit__

6-2 shows the ratings made by the thirteen evaluators of the USES objec-

tives. (The respondents rated the importance of each objective on a

scale of 0 to 10.) Exhibit 6-3 shows the weights placed on the four

USES process areas by the evaluators. The actual emphasis as reflected

by the amount of effort expended by local operations in each of the

four pilot cfices is shown in Exhibit 6-4. The focus of effort was

developed through the actual distribution of time as found in the four

offices studied. These variations do not appear to be attributable to

state policy decision, since local offices A and Bi and C and D are

from separate states.

6.5 DETERMINATION OF VALUE' ADDED

The concept of placing a value,on specific outputs of the Employment

Service was adopted early in the project. -However, the practicality of

determining and measuring values of SESA outputs proved most difficult.

Early in the project it was suggested that a measurement system could

be utilized to identify the relative level of employability of an appli-

cant upon entering the system and when leaving the system, the differ-

ence being the value added. This difference could then be related to

a cost factor. The ability to obtain "before" and "after" measurements

were important features of the system.

Measures must be sensitive to the services provided. This "need" led

to a consideration of the relationships of applicant characteristics to



EVALUATOR

OBJECTIVE
7 8 9 10 11 12 13

IMPROVE INTEL AL OPERATION

IMPROVE RESPONSE TO LEGISLATION

IMPROVEMENT IN NON-ECONOMIC FACTORS

REDUCE TRANSFER PAYMENTS

IKPROVE RESOU10E ALLOCATION

REDUCE JOB MATCHING COSTS

REDUCE INCIDENCE & DURATION OF UNE1PLOYMENT

4 3

5 5

5 7 6

7 6 4

Average Rating

of Objective

8376
1889

10 10 10 10 8 10 10 9 8 10 9 10 10

Exhibit 6- . Evaluator EatinE

4.3

4.5

5.8

5.6

6.1

5.7

9.5



SESA PROCESS

1 2 3

JOB HATCHING 40 * 35

APPLICANT 15 35

EMPLOYER 40 * 15

OTHER MANDATED * 15

EVALUATOR NUMBER

4 5 6 7 8

50 50 35 90 15

30 20 35 6 35

10 20 26 3 30

10 10 4 1 0

9 10 11 12 13

35 50 65 30 50

20 8 10 25 25

35 35 15 30 20

10 7 10 15 5

Exhibit .6-3SigoglcapcpAttributed to SESA .Ppcesses

SESA PROCESS

JOB MATCHING

APPLICANT'

EMPLOYER

OTHER

OFFICE STUDIED

ABCDAversge
48 20 39 71 45

45 51 26 22 36

5 28 34 7 19

2 1 I 0 1

Exhibit 6747 pe_r_E_eltAe of Timelmt for SESA Processes

47

22

23
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the value of the SESA services provided. If, r example, it could be

determined that certain characteristics were related to the value

obtained, then statistical techniques could be used to develop an

estimate of that value. Since ESARS maintains a comprehensive listing

of applicant characteristics, the two could be tied together so that

an agency receives credit based directly on the characteristics of the

applicants they serve. What remained to be determined was the relation-

ship between the chara teristics and the service value. If the objec-

tive of the ES is to place applicants in jobs which are of the greatest

value to the individual, then this is a viable alternative. In effect,

at is important is to place those applicants into jobs which are of

the greatest value to them at the minimum cost to the agency. Thus the

SESA's would serve that segment of the labor market wherein the greatest

return for the dollar is found. Once again this important element of

the sy-item finally would be dependent on the ability of the USES to

better define its objectives.

The assignment of a value to some of the services to the applicant is

a subjective process. Like the values for USES objectives, a panel of

experts could have assigned values to specific activities and to specific

groups of clients within activities based on their relative importance.

Without considering the difficulties of that task, consider for a moment

the concept. Specific activities provided are of more value to one

group than another and some activities of more importance than others.

This approach is reflected in the Resource Allocation Formula. Credit,

via the RAF, is given for services provided to specific groups. Since

the RAF is a funding source, logically productivity should be measured

in similar terms if the fUnding is, in fact, based on an extension of

USES objectives.

The selection of one technique over the other involves more than a per-

sonal preference. From the perspective of work measurement, productivity

represents an increase or decrease in value, not a policy quettion.
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However, the impact of the measure must also be considered. If agencies

attempt to increase productivity, and their success adversely affects

their funding, a negative incentive exists. If productivity is measured

in terms of the value added to applicant, then the funding source must

be modified to reflect this as well.

6.6 APFLICANT_CHARACTERISTIC DATA

The availability of applicant characteristic data is of obvious impor-

tance in the determination Ofthe outputs of the SESA's, since data

must be available coincidental to the measurements of inputs. A review

of the ESARS applicant registration card, ES 511, confirmed that a

complete profile of the applicant was obtained during the registration

proco.ss. Since this form has been adopted by all states with minor

modifications, a uniform tool to collect applicant characteristics is

available. A complete list of the data items is shown in Appendix E.

The specific data 1.4 obtained at the time of the initial applicant

visit. Normally at the close of the work day the information is trans-

mitted to a centralized point forinput onto the ESARS computer files.

The data base also includes services provided to the individual includ-

ing testing, counseling, referrals and placements. Thus a complete

listing exists by individual: characteristics, services provided,

and results of those services. This data can be accessed at several

levels. For the purposes of this pilot test the data was obtained

prior to transmittal to the data processing point. However, this data

is available from monthly summary reports, from a 2% sample drawn at

random over ayear'speriod, or, on an ongoing basis directly from the

computer.

6.7 EMPLOYER CHALOXTERISTIC DATA

The availability of employer characteristic data was also of interest.
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Genera ly, employer data is maintained by each local off ce in manual

files. There is no uniform format for the collection of this data in

USES. As a result, each state agency maintains data on items it feels

are appropriate for its needs. In reviewing this data basetit was

apparent that the accuracy of the information would be of major concern.

The status of such factors as employer turnover rares, occupational

needs, and size will vary, and it is a difficult job to maintain cur-

rent files. Records are brought up-to-date only when visits are con-

ducted to the employers. Consequently, utilization of this data would

be difficult. A system to maintain employer data in support of the

PMS and other SESA activities is discussed in Chapter 7.

Other data concerning the employer usage of SESA services is available

through ESAT.;. Job orders placed and the status of such job orders

are maintained within the ESARS system. This information is readily

available at the same points described earlier. A summary of the data

items available is provided in Appendix E.

6.8 METHODOLOGY OF DATA_COLLECTION

A complete description of the methodology for data collection is pre-

sented in Appendix F. It is convenient here to summarize the approach

for data collection and to describe the reaults of the pilot tests.

The study design utilized a combination of work measurement techniques

in order to identify the distribution of time among a variety of client

and employer related activities. Incremental times spent processing

applicants were also identified in order to relate the services provided

to the value added for the clients receiving services. The latter data

serve as a hasinfor developing client values based on the services

provided and the client characteristics.

The study design utilized two work measurement techniques which in

combination provide a comprehensive description of the 'agency activities.

1 4
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The job ticket technique is client based, that is, it is a technique

used to measure the cumulative time expended on specific individuals

as they proceed through the system. The work sampling technique on

the other hand is utilized to measure those services which are pro-

vided hut that might not be related to a specific individual. Units

of output are counted at specific points within the office.

6.8.1 Tuut Data Collection

The input data collection effort require a detailed structuring of

SESA activities. This structure, presend earlier, was coded for

use in the study. The procedures required to utilize job tickets were

quite simple. At the reception desk a-lob-ticket was attached to

each applicant record. A central log, controlled by occupational

code, was maintained to track tickets. As services were provided to

the applicant the amount_of time expended was recorded. The completed

job tickets were picked up at the end of the measurement period.

Some support activities and employer services were included in the

time ladder approach rather than the job ticket study because of

practical operational considerations. At randomly selected times

during each day, each employee was observed and the specific activity

being conducted at that instant was recorded. The results were sum-

marized and utilized to determine the.distribution of time,for these

support activities.

6.8.2 Out-ut Data Collection

The collection efforts for output data utilized both the current report-

ing system fOr-ESARS and appropriate manual points established within

the offices. The manual collection points were established within local

.offices based on their specific internal data collection procedures.

Arrangements were made to obtain copies of all production reports at

the end of each day. Since these normally Were-transmitted several

hours before the end of the day, adjustments were made for work
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provided after transmittal. This was done by adding each previous

days activity after 3:00 to that of the following day.

In addition, specific count points along the flow-of activity were

established for other workload items. Count points were required

because a time lag existed between the work performed and the count.

An example of this is the relationship between placements and place-

ment counts. Normally, placements accomplished are not verified until

the following Monday, the normal start time. Thus, a special count

had to be established for this data. This time lag will create a pro-

blem in implementing the PMS, unless a procedure is used to normalize

these counts or they are accepted on a delayed basis.

6.8.3 Calculation of Value Added

A long term study objective is to develop a historically valid means _

calculating the value added for SESA services (described in the next

chapter). However, for the purposes of the pilot studies a subjective

means of calculating the value was utilized. The technique used

established a value for each service based on the applicant need for

that service. For example, an applicant with a high school education

has less need for service than one who does not have that education.

Also, an interview is of more benefit to a new applicant than to the

renewal or the active applicant. As an extension of this concept, a

scale was established for the applicant services using, for this demon-

stration, a range of 0 to 10. This scale is shown in Exhibit 6-5, on

the following page.

The initial value assigned for each applicant was determined by utilizing

the ESARS data collected for each applicant. For example, when an active

applicant, a high school gradudate, came into the office and was referred

but not placed, the-office earned 1 point. When a new applicant with an

eight grade education was registered and referred but not placed, the

office earned 4 points.
1 6
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LESS_THAN

12TH GRADE EDUCATION

12TH GRADE

EDUCATION OR MORE

Type Type

Applicatioq Rggistered Referred Placed .y_plication 1g121E

New 2 4 10 Hew 1

,

Renewal 1 3 9 Renewal 0

Active 0 2 8 Active 0

Exhibit 6-51 Value Added Scale

Referred Placed

3 9

2 8

1 7



The productivity for the applicant process is, then, the ratio of value

earned to the effort expended in minutes. Recall that proch.ctivity is

OUTPUTS, and performance is CURRENT PRODUCTIVITY
BASE PERIOD PRODUCTIVITYINPUTS

Performance was measured over a three day period utilizing this approach.

The measurements were made at a large and small office within one state

and two medium sized offices in a second state. Utilizing the first

day as -he base period, productivity was shown as follows:

Base Period Productivity Index .239

Second Day Productivity Index .353

Third Day Productivity Index .301

Performance, Base Period 100

Performance, Second Day 148

Performance, Third Day 126

The results of the'pilot study are shown in Exhibit 6-6. Since the

period examined was too short to be significant, further details are

omitted. The pilot study results document that different levels of

Aervice are required for particular groups of clients. The'study was

made at two similarly sized offices within one state who were serving

a somewhat different client set. This hypothesis was tested for several

classifications. These results in Average Amount of Service Time Pro-

vided are shown in Exhibit 6-6.
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CLASSIFICATION
AVERAGE SERVICE

TIME N

-....k.

UI RECIPIENTS 22.33 79

NON UI RECIPIENTS 25.01 73

MALE 24.84 82

FEMALE 22.87 72

APPLICANT REFERRED 24.62 86

APPLICANT NOT REFERRED 22.82 68

WHITE 24.13 47

BLACK 24.38 100

NEW REGISTRANT 25.75 64

RENEWAL 22.65 46

ACTIVE 22.71 42

Exhib Avera e Service Time by Sa_lected Classification
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It is important to recognize that this data was coilected over a rela-

tively short period and is not conclusive but it does demonstrate that

the mix of applicants can affect the resources required by the agency

to deal with them and, correspondingly, the productivity.

The amount of non-productive time observed in the pilot offices varied

in direct proportion to the amount of time spent with each applicant.

This in all lilrelihood would also affect performance and quality of

service to the public.

Although the study durations were extremely short (only 2 to 3 days

per office studied) the results demonstrated the viability of the

technique. These results suggest that further more comprehensive

studies must be performed and evaluated in order to validate or discredit

these preliminary results.

1:z.A
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7.0 REQUIREMENTS FOR PMS IMPLEMENTATION

We have discussed the development of the PMS and the results of ths

feasibility tests. The concept of value added stands as a major element

which requires further development. The subjective system used for

establishing a value for test SESA outputs was arbitrary and interpre-

tive and not necessarily representative of the desired value.

Other PMS option considerations to be addressed prior to implementation

are discussed in this chapter. Included in the discussions within

this chapter are the development of a data base and an experimental

design to-Ideritify the specific values of SESA outputs for both the

employer and the applicant. The anticipated results, the development

of an employer record system, the feasibility of automation, and

applications for the PMS are also discussed.

7.1 DATA BASE DEVELOPMENT

The determination of an empirical value added to applicants or employers

as a result of services provided by the SESA's requires the construction

of a data base of potentially significant variables. These can be

separated into six areasemployer characteristics, applicant charac-

teristics, agency characteristics, agency costs, agency level of

services, and agency unit times for services. Variables of interest

within these classifications are presented below.

7.1.1 Employer_Characteristics

Little if any data is available currently concerning employer charac-

teristics that might be of value to this study. If value is added

to an employer then it can be attributed to one or more of the following

areas. First, the employer requires a smaller staff or capital outlay

for handling personnel matters. Second, the employer realizes greater

productivity through a reduction in turnover rate. Third, the employer

has a reduced unemployment insurance rate through better planning

and reduced lay-offs. These and other less apparent employer benefits
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are difficult to quantify. In the model construction, it is desirable

to identify those employer characteristics which might affect the value

of services provided by the Employment Service. Within this framework,

cost related variables are dependent variables. Those related to

employer or client characteristics are independent variables. The

independent variables are hypothesized and their significance can be

determined by multivariate analyses. Such significance could be

established by examining data collected from 20 local offices over a

30 day period.

Those deemed to be significant are discussed below.

E Employer Size. This variable shows the size of the
1

employer at the particular location served by the

ES. Many small employers would lack the staff in-

house to perform ES related services. These employers

would be more likely to utilize the ES or outside

placement agencies to supplement their own staff.

- Distribution of Worker SkIlls. This variable shows

the class of worker utilized by the employer. The

ES is thought to provide services more to a segment

of the labor market. Unskilled or semi-skilled

workers are the more common class of labor available

through ES to an employer, thus the employer utilizing

these workers would be better served by the ES.

Migrant Workers. This variable is similar to E2.

Employers utilizing migrant workers would be more

dependent upon the ES to provide workers.

E - Seasonal Workers. This variable is similar to E2.

Employers utilizing seasonal workers would be more

dependent upon the ES to provide workers.

1 2
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Es - Union_Affiliation. This variable would measure the

degree of union affiliation within au employer's

work force. An organization totally unionized would

have less need for ES services since much of the hiring

would be done through the Inion hiring hall.

E - Turnover Rate. This variable measures the actual
-6

turnover rate of an employer regardless of cause.

An employer in a traditionally high turnover industry

classification might itave a greater need for ES

services.

- _it Rate.. This variable is a subclassification

of E6. An employer experiencing an abnormally

high quit rate might have a greater need for ES

services.

E -- Organizational Structure. This variable identifies
-8

the type of organization. Establishing the relation-

ship between the organizational structure and the

value of services would require "typing" organizational

structures into specific categories.

E
9
- Government Contract Work. This variable would

measure the extent to which an employer is dependent

upon government contract work and thus subject to

the mandatory listing requirements.

E
10

- Years_in Business. This variable measures the number

of years an employer has been in business and is

then indirectly a measure of the maturity of the

organizational structure. An older organization

might be less dependent upon outside assistance.
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E
11

- Standard Indust Classification. Many industries

historically have a greater use for the ES. Restau-

rants and hotel industries are heavy users while highly

technical classifications are less dependent.

of Personnel Staff to Total E lo This

ratio measures indirectly the extent to which an

employer is dependent upon ES and outside agencies

for personnel services.

E13 - Proximit to ES Local Office. This variable measures

the desirability of an employer from the perspective

of an applicant. The greater the distance from the

local office, the less favorably job opportunities

will be viewed by applicants Who are generally from

the immediate ES local office area.

7.1.2 Applicant Characteristics

A vast amount of data concerning the applicant is readily available

through ESARS. The value added to an applicant can be defined through

increased earnings as a result of a better placement or reduced duration

of unemployment. Such changes can be measured. However, it would be

unrealistic to attempt to measure this value for each applicant or

even to attempt to measure this value for a sample of applicants on

a regular basis. Rather, if a relationship can be established between

the characteristics of an applicant and the value added as a result

of ES services performed, holding constant such things as quality, this

would then become a basis for estimation of the value added in the Pms.

We discuss below the many applicant variables and some of the reasons

they might be significant.

A1 - A.22-r_a _ap. This variable identifies the classifi-

cation of the applicant. A fully registered applicant

is more likely to benefit from ES services than a partial
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registrant. A renewal will not receive the at en-

tion of a new applicant and, as a result, 14: is

likely that changes in interests and objectives

wilLnot be accurately identified.

A2 - 5ex. Certain programs available through TZ are directed

at female applicants making it likely that the value of

services received from the program is greater for woman

than for men.

A3 - AA.±L. Again certain programs are available for youth

groups. Also it is likely that older workers might

receive greater benefits from specific services avail-

able to them.

Military. Again certain programs are available for

veterans which can greatly enhance their job oppor-

tv-tities.

A - Citizenshi . Specific program requirements make the

processing of aliens more difficult. It is likely

that ES services are of less value to non-citizens.

A_ - DeRendents. The provisions of the ES program calling

for referral of applicantA to non-SESA services such

as AFDC, child care services, and others make the

services available of possible greater value.

- Applicant Tools and/or Licenses. This characteristic

makes an applicant easier to place, since a larger

number of job opportunities are available.

- Relocate. Th s characteristic as A7 above affects the

ability of ES to place an applicant.
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- Union Member. An ES registrant who is a union member

has a more restricted job market available to him.

Further, his union affiliation makes it less likely

that he will avail himself of the services available

to him through the ES.

A - Education. This variable is thought to be inversely

proportional to the value of ES services. The higher

the education level, the less likely that ES services

would be of value or would be utilized by the applicant.

A
11

-ecial Schooling.. This variable measures technical

schooling. The applicant with this background is more

job ready and will benefit less from ES services.

A
12

- Occu ational Classification. This variable is recognized

as a significant factor in determination of ES services.

7.1.3 Agency Characteristics

Other important data concerning the agency operating procedures and

characteristics are readily available with a minimum of effort. We discuss

below some of the more important agency variables and some of the reasons

they might be significant:

UnemRlRyment Rate. This variable has obvious importance in

the ability of the agency to place applicants. It could, in

fact, change temporarily the objectives of an agency from one

of placement to one, at least partially, of counseling

applicants to the current economic situation.

- Computerized Job Matching. This variable can have a sig-
M2

nificant impact on the amount of service time required and

the expected outcome of those services.

Lf-J7
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- Private Market Intermediaries. This variable can have a

significant impact on the demand for ES services in

certain occupational categories.

7 1 4 Cost Data

Cost data is readily available through the Cost Accounting System.

The data is available by major activity code, for example, the cost per

year for Community Services. These figures represent, however, a

level of aggregation which may not be desirable. It has been suggested

by Englander that it may be more appropriate to determine the cost on

an individual basis reflecting the classification, the grade level, and

experience for employees in each office or even for each client processed.

While comparisons on a local basis could benefit the state, it is

questionable whether this level of detail would be of benefit for national

comparisons.

The Cost Accounting System Reports 61, 92 and 96 are required to compute

the average daily cost for a particular type of funded activity. The

cost per man-year is equal to the Total Funded Costs (personal services

and annual leave taken divided by the number of man-years paid.) How-

ever, this calculation cannot be directly obtained using the information

available. Instead, cost per man-year can be calculated using the

information contained in these reports by annualizing the average daily

cost per position. To obtain the average daily cost per position, the

monthly cost per position must first be compared using Reports 61, 92

and 96.

7.1.5 Azfly_Ifyel._of Service Data

The level of service provided to each applicant or employer is signi-

ficant if a correct service value is to be ascribed. Data describing

the amount of .service can be utilized to determine if a relationship

exista between that and the value added to the client. For example,

a relationship between the number of referrals for an applicant and the

value of that placement would be highly significant.

6 F. Englander, Ph.D., Op.Cit.
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To identify such a relationship, data on the level of service by

individual applicant or employer would be required. This data is

available through the ESARS system. Each contact with an applicant

is reported on E5-516 and input into ESARS. The data on this form

includes testing, counseling, referrals, job development contacts

and other data including the specific job order to which the'applicant

is referred.

Taken together with the specific amount of time spend with an applicant,

the data above provides a comprehensive base for regression analysis.

7.1.6 Agency Unit Times of Service Data

Unit times of service must be properly measured if the PMS is to be

effective. A relationship does exist between the amount of time spent

with a client and the results, however, the relationship is not

linear. There exists a point of diminishing return. The testing of

such relationships would actually be a side benefit in the develop-

ment of the value added equation.

The pilot study confirmed the ability of a study team to collect un

times of service and to identify these values back to the applicant or

employer who received the service. The job ticket technique was

chosen for this purpose. This technique requires the attachment of a

job ticket to each applicant registration card when the applicant enters

the local office. As the applicant is processed through the system, the

amount of time devoted to him and the service provided is recorded.

The procedure for collecting employer unit time of service is similar

in method.

7.1.7 De endent Variables

The dependent variables for the establ shment of Che value added by

ES services can be categorized into three major areas. These include

the value added to the applicant, to the employer, and to society at

large. In the model described, no attempt has been made to address the

3
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value added outside of that which directly impacts the client since

this is a most difficult concept to apply very broadly. However,

value added to the applicant and to the employer appear to be suscep-

tible to accurate measurement.

V
a
- Value Added to Applicant. There are two commonly

recognized values to the applicant. First ES

services provide a better job in terns of increased

earnings, benefits, potential, duration, and other

factors. Second, ES services result in a reduced

duration of unemployment. Identification Of the

reductions in the duratiOn of unemployment which

are attributable to the ES services would require

analysis of both user and non-user groups. This is

well beyond the scope of the experimental design for

this study. It is argued by some that the ES might,

in fact, increase unemployment durations under certain

conditions. However, for the purposes of this design

the duration, whether added or subtracted, will be

assumed as uniformly acting on all applicants.

The value added to the applicant w 11 be expressed in

terms of the participants acquisition of a better job.

This value expressed will be the difference in the

wages before and after the period of unemployment.

The starting wages are often not representative, and

the possibility of developing a follow-up wage report

to establish a better base should be considered.

Utilization of the established values on a national

basis would require that adjustments be made for labor

market conditions and for area wage levels. Such

adjustment would not be necessary during the establish-

ment of the value added for ES services.
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V
e
- V.z_S117.-loer. The value of ES services to the

employer is thought of as first, the value of

personnel services which would otherwise be provided

by the employer or performed by private agencies and

paid for by the employer; second, the reduction in

turnover rate which results in greater productivity;

and third, reduction in unemployment taxes through a

lower experience rating by reducing lay-offs. Again,

while the potential significance of the latter two

benefits are obvious, their measurement and inclu-

sion are outside of the scope of the design. The

assumption will be that these benefits are of

relatively equal value to all_employers served, thus,

they will not be considered in the establishment of

the value added to employers.

The value of services provided to the employer will be

measured by determining the expenditures by employers

both internally and externally for personnel services

for both ES and non-ES users. The value of services

provided to an employer is equal to the total cost of

personnel services less the amount actually spent by

the employer. The total costs of personnel services

can be determined through a survey of the expenditures

of employers who do not utilize ES. This is likely to

be a function of many of the variables previously dis-

cussed. The amount actually spent by the employer

would be collected at the time that ES services are

provided. The difference can be attributable to the

value of ES services provided to the employer.

7.2 EXPERIMENTAL DESIGN

The experimental design is intended to determine to what extent ce rain

variables related to the applicant or employer affect the value of the

1 -11.ILl
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ES services provided to them and to develop a method of pred cting the

value of services (value added) utilizing certain basic data. This

predicted value added can then be utilized in the productivity model in

lieu of the admittedly subjective value assigned for services provided

outlined earlier.

The dependent variables are, then, the values added to the applicants

or employers, each treated separately. The independent variables are

applicant and employer characteristics, agency characteristics, cost

data, service data, and unit times for services data. The design is

as follows:

=IC +AX +MX +CX +SX +TX
a -a- a2 z3 a4

and

AX 4-MX +CX +SX +TX +Ee6 e7 e8 e9 -e10 -e

wlictre:

V
a

and V
e

are the matrices of the values added to the

applicants or employers,

X_ are e matrices of the applicant and employer-1-10
related cha-71r:.eristics corresponding to the coefficients

described balm:,

K
a

and K
e

are uatrices of constants,

A
a

and.A
e

are tIle coefficients to be estimated for the

applicant and employer characteristics,

M
a

and M
e

are the coefficients to be estimated for agency

operation data,

C and C;
e

are the coefficients to be estimated for agency

data,

0 2
1.03



S
a

and S
e are the coefficients to be estimated for services

provided data,

T
a

and T
e

are the coefficients to b- estimated for the

unit times data and

E
a

and E
e

are estimates of the residual.

It is desirable to develop an equation from which the value added can

be predicted as a function of readily available data. For example, by

inputing the applicant's ESARS data into the equation, th.e value of a

placement can be calculated. Other variables such as eConomic conditions

can be used to adjust the value, or integrated into the base equation

if this is justified. Further, the amount of service and the unit

times for service will be used to adjust the values, if appropriate.

Different outcomes will result from the analysis and these are of

sufficient importance to merit special mention. First, consider the

relationship of the level of service to-7the value added. At what point

does a referral result in a placement? Do more referrals increase

placement potential or decrease Actually, there is probably a

point of diminishing return beyond which additional referrals are

wasted. This point can be identified and, as such, could be used to

establish procedural guidelines for local office operations.

The second relationship of interest is that of the unit time for service

and the value added. How much time should Ve spent with an applicant?

Does additional time spent counseling or interviewing result in

increased value? Again, there is a point of diminishing return which

can be identified through the computation of productivity, given the

base objectives are appropriately specified.

The third relationship is that of the characteristics of the applicant

and the value added. Obviously, certain characteristics make an

applicant more employable. But consideration must be given to the fact

that the SESA's may be geared to handle the less employable primarily and

that this is reflected in the job opportunities that are available.

a 3
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Further, in terms of the measure of value added, the differential

between past employment wages and current employment wages is likely

to be greater for lower wage laborers than for those in higher wage

categories.

The analysis should be conducted in all three areas, with specific

factors controlled during certain phasesw- :For example, when testing

for the relationships of characteristics, unit times, and level of

service, the sample should include only individuals who have received

the same treatment. Tests can then be easily handled through multi-

variate analysis of variance. Once treatments are identified as

significant, they can be included in the regression analysis.

The regression analysis should consider techniques to eliml

dependency and to reduce the data set where possible. Vari4a

regression analysis, including multiple correlations and factor

analysis, should be considered.

As a result of the analysis an estimator for predicting the value

added to the applicant oremployer as a function of readily available

characteristics will be established.

7.3 CURRENT pMS DATA AVAILABILITY

The Productivity Measurement System, in order to be a viable system,

must be based on objective measures, supported by readily available

data, and sensitive to changes over a short time period. Conceptually,

the features are available within the system proposed.

7.3.1 Value Added Estimates

The concept of value added to the applicant or employer by the ES is

one of the most significant features of the PMS. To date, the value of

ES services has been estimated. The estimated value is a function of

characteristics judged to be significant and of comparable value to

the importance of that service to the client. This subjectivity is

acceptable to demonstrate the concepts of the PMS but not acceptable if
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USES desires an objective system that can be utilized for measurements

of productivity both internally within an agency and externally among

agencies. The development of estimators of value based on the values

of services provided to clients in the past is a necessary part of the

long term development of the PMS. It is important to also identify

other benefits to USES in undertaking this task.

The determination of the value added to an applIcant by service provided

or by the amount of service provided could have a profound impact.

Testing could be determined to have no value for specific Classifications

of applicants. The amount of counseling could be shown to reach a

point of diminishing return. Longer referral interviews could be shown

to increase referral to placement ratios. These, to name a few, could

have a significant impact on program planning.

7.3.2 ESEirt
Each state must of necessity maintain certain basic information en the

employment habits and characteristics of the employers they serve. This

data ranges from SIC codes, size, type of labor force, and location to

informal comments on whom to contact, intangible benefits, and other

significant inform on This information is generally maintained at

the local office where the employer services originate. The files

are maintained on a manual basis, and no systematic effort is made to

update them.

The Unemployment Insurance Service maintains employer files as well.

These files are maintained in support of the UI tax program. The

rate at which an employer is taxed is based on his past history of lay-

offs. Further, each employer is required to file a quarterly return

which reflects the size of the payroll and other significant information.

These files are normally maintained at the central office on a computer

file.

d
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The establishment of the value added to an employer would draw heavily

on the two data bases described above. Further, there would exist a

need for the collection of additional data to support the model design.

To what extent the information required is available depends on the

labor Market selected for the study itself.

As an aside, it is worthwhile to mention that one of the aritical problems

which face SESA's today is their ability to get new job orders. Most

offices have depended heavily on past participating employers. Their

ability to attract new employers has depended upon their ability to

remove the past image of the agency of handling only the ill-qualified,

unskilled, hard 'core of the labor market. Local offices-lack good

information on the employers they serve. In order to penetrate the

employers who have shunned the ES in the past it is desirable to

develop current and comprehensive information describing the employers'

needs. Computerized job matching is only as good as the ability to

develop job orders. If an agency would maintain current data on the

employment characteristics of the employers it serves and effectively

utilize this data to develop job orders, a significant increase in

placement rates will result.

7.4 AUTOMATED PMS

It is obviously desirable to create a system which lends itself to

automation. The Productivity Measurement System is no exception.

In order for the ?MS to realize its full potential it must be automated.

The PMS should be capable of generating productivity indices on a cost

center basis each month. In this manner data will be available to

cost center mnagers on a timely basis, and corrective action can be

taken.

Certain types of reports should be included in the design of an

automated reporting system in support of the PMS. (Reports should be.

provided at a cost center and agency level), At the cost center level

productivity ratios should be presented both for the current reporting

period, (preferably monthly) and for the year to date.
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is shown in Exhibit 7-1. 'The-report should also allow a comparison

against the agency totals, both current and year to date. Further, in

order to identify the cause for variations for purposes of corrective

action, a component deviation should be provided. This would show the

cause of the increase or decrease as a function of the productivity base.

For example, if the productivity index denominator was based on a cost

per man-year of.$10,000, but that for the current period was $11,000,

the input component of the ratio increased by 10%. Thus, corrective

action to decrease costs would be indicated. If the productivity

index numerator was based on an average value added per counseled

individual of $1,000, but the current period showed $900, the output

component would show a decrease of 11%. Thus, the corrective action

indicated might be to more carefully screen applicants and counsel

only those who will receive the greatest benefit from the service

provided.

The agency level report should provide a summary of all cost centers.

A sample report is shown in Exhibit 7-2 which would allow the

identification of problem areas within the cost centers. An agency

report, similar in format to the cost center report, should also be

provided summarizing the productivity ratio for the entire agency.

It is not difficult to conceptualize a FMS reporting system nor to

recognize the value it could have for managers at all levels in

identifying the causes of Productivity changes. The difficulties lie

in establishing a system of data collection to support the reporting

system. To the extent possible, this system should be tied to

existing systems. We discuss the components of the FMS below in light

f the problems of automation.

In terms of investigating the potential for automation of the PMS it is

convenient to segregate the system into four components -- the value

added subsystem, the output level subsystem, the costs of ES service

subsystem, and the input level subsystem. These four subsystems would

provide the data necessary to support the PMS.
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PRODUCTIVITY MEASUREMENT SYSTEM

APPLICANT PROCESSES

COST_CENTER

CURRENT

AGENCY

COMPONENT

DEVIATIONS

INPUT OUTPUTCURRENT YEAR TO DATE YEAR TO DATE

OUTREACH 1.302 1,171 1.203 1,381 4.201% .002%

REGISTRATION 1.703 1.623 1.408 1.515 - .017% 1.013%

INTERVIEWING .892 .971 1.001 .997 1.701% .001%

COUNSELING 1.013 1.118 1.101 1.099 1.103% 1.101%

TESTING

ORIENTATION

REFERRALS

EMPLOYER PROCESSES

Exhibit 7=1. Sample Coat Center Report



PRODUCTIVITY MEASUREMENT SYSTEM

APPLICANT COST CENTER

PROCESSES 001 002 003 004_ 005 006 007 008 009 010

OUTREACH 1.302 1.001 .891 .971 14003 1.413 1.101 371 .977 1.000

REGISTRATION .971 1.813 1.111 1.091 .914 .989 .871 1.071 1.907 1.141

INTERVIEW

COUNSELING

Exhibit 7-2,_ kttAtitalszt..

Aoly.

1.203

1.408



The "value added" subsystem would collect data on the characteristics of

the applicants and employers served and would establish a value utiliz-

ing a formula that was developed through regression analysis prior to

implementation of the system. The subsystem would only require data

concerning characteristics of those served by the ES during a preceding

. time period, for example, a month. This data would be readily available

through ESARS for the applicant processesedi and no difficulty would be

encountered in automating this subsystem. However, no data collection

system currently exists for employer characteristics. A system to

collect, maintain and update significant charaCteriStio data for

employers would need to be developed to support the model, perhaps

through a revision of the job order form.

The "level of output" subsystem would collect data describing the outputs

of an office. These outputs need not be tracked by individual client in

order to calculate the value of services provided. 'Rather, the total

output units produced in each category is all that iS necessary.

Currently, output data is collected through ESARS. However, the model

requirements would nedessitate some supplemental counting and reporting

of outputs. This requirement is, again, most significant in the

employer processes. Conceivably, the output reporting system could be

tied to the employer records system discussed in Section 7.3.2.

The "cost of services" subsystem currently provides data on the cost

per man-year for personal services and support services for the agency.

In addition, it is possible to identify the costs of specific funded

activities for the agency. A more detailed cost of service figure

based on the cost center of PMS activity structure is desirable. In

order to achieve a more detailed breakdown, a revision to the current

cost reporting system would be required. Although such a revision might

be feasible, substantial variations in costs per man-year may not exist

on a cost center basis and, eveii if they did, the difficulty in tracking

them through the system would offset the gain in the sensitivity to

the model.
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The "input level" subsystem measures the utilization of time in provid-

Aug the various ES services. This system cannot be supported by the

existing Time Distributing System (TDS), since it is not accurate

enough for use in the FMS and it utilizes a broader structure. To

support the FMS a system of time data collection must be utilized

whidh will accurately break out time expenditures according to the

structure of the PMS. This system could be established by imposing

a requirement to collect time in the local offices according to the

detailed structure. Such reporting could be integrated into the TDS

requirements and improve the accuracy of that data as well. This

would minimize the additional reporting requirements for the state.

Overall, the requirements to automate the PMS are realistic. Much

remains to be done prior to actually determining the feasibility of

automation, but it stands as a realistic and attainable goal in light

of expected benefits.
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APPENIIX A. PROPOSED SUBACTIVITY CODE _STRUCTURE

(ALTERNATIVE VI)

1.0 CLIENT SPECIFIC LABOR MARKET EXCILANGE FUCTION

1.1 Applicant Process Activities

1.1.1 Outreach Activities

1.1.1.1 Promotion, e.g., Job Fairs
1.1.1.2 Advertising
1.1.1.3 Mandatory Refetral Arrangement
1.1.1.4 Cooperative Agreement Development
1.1.1.5 Personal Contact or Individual/Staf Ou-_each

1.1.2 Intake Activities

1.1.2.1 Initial Applicant/SESA Information Exchange
1.1.2.2 Minority Applicant/SESA Apprenticeship Information

Exchange
1.1.2.3 Referral to Non-SESA
1.1.2.4 JIS Provision
1.1.2.5 Scheduling for Interview

1.1.3 Diagnostic Assessment Activities

1.1.3.1 Applicant/SESA Information Exchange
1.1.3.2 Job Bank/File Input (Manual)
1.1.3.3 Job Bank/File Input (Automated)
1.1.3.4 Testing - Aptitude
1.1.3.5 Testing - Interest
1.1.3.8 Testing - Achievement
1.1.3.7 Referral.to Non-SESA.
1.1.3.8 Client/SESA Service Pl___ Development
1.1.3.9 Service Scheduling

1.1.4 Employability Development Resource Mobilization Activities

1.1.4.1 Supportive Services Resource Development
1.1.4.2 Training Opportunity Development

1.1.5 Employability Development Activities

1.1.5.1 Vocational Problem Counseling
1.1.5.2 Occupational Choice Counseling
1.1.5.3 Group Counseling
1.1.5.4 Orientation
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1.1.5.5 Caseload Conference - Staff/Client
1.1.5.6 Caseload Conference - Staff Only
1.1.5.7 Arrangement for Apprenticeship
1.1.5.8 Arrangement for Supportive Services
1.1.5.9 Arrangement for Training
1.1.5-.a Assist Minority Applicants to Enter Apprentice-

ship Programs
1.1.5.b Follow-Up

1.2 Employer Process Activities

1.2.1 Employer Outreach Actvitles

1.2.1.1 Advertising
1.2.1.2 Promotion - Non-Staff
1.2.1.3 Promotion - Staff Contact
1.2.1.4 Cooperative Arrangement Development

1.2.2 Voluntary Order Solicitation Activities

1.2.2.1 Employer On-Site Visits
1.2.2.2 Phone Solicitation
1.2.2.3 Mail Solicitation

1.2.3 Mandatory Listing Activities

1.2.3.1 Mandatory Listing Compliance Investigation
1.2.3.2 Receipt and Review of-Employer Lists
1.2.3.3 Receipt and Analysis of Employer Reports
1.2.3.4 Employer On-Site Solicitation/Enforcement
1.2.3.5 Phone Solicitation/Enforcement
1.2.3.6 Mail Solicitation/Enforcement

1.2.4 Job Creation Activities

1.2.4.1 Employer Contact
1.2.4.2 Job Restructuring
1.2.4.3 Job Requirement Modification
1.2.4.4 Altering Job Benefits and Conditions
1.2.4.5 Subsidized Job Development
1.2.4.6 Financial Incentive Job Development

1.2.5 Farm Labor Employer Activities

1.2.5.1 Initial SESA/Farm Labor Contractor C) Information
Exchange

1.2.5.2 Issue Form to Fill for Registration
1.2.5.3 Transmit Registration Form to Employment Standards

Administration (ESA)
1.2.5.4 Write FLC Job Order
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1.2.6 Available Job Identification Activities

1.2.6.1 Review of Classified Ads, Trade Journals, CBC
Announcements, etc.

1.2.6.2 Agency Association, etc., Contact

1.2.7 Client Specific Job Order Solicitation Activities

1.2.7.1 Employer On-Site Visits
1.2.7.2 Phone Solicitation

1.2.8 Order Taking Activities

1.2.8=1 Central Order Taking
1.2.8.2 Solicitation Order Taking
1.2.8.3 Job Bank Input - Manual
1.2.8.4 Job Bank Input - Automated

1.2.9 Employer Technical Assi _ance Activities

1.2.9.1 Work Force Selection Assistance
1.2.9.2 Work Force Development Assistance
1.2.9.3 Work Force Utilization Assistance
1-.2.9.4 Work Force Stabilization Assistance
1.2.9.5 Hiring Policy Assistance
1.2-.9.6 Job Specification Assistance
1.2.9.7 Functional Job Analysis Assistance
1.2.9.8 Identifying Training And Testing Needs
1.2.9.9 EEO Compliance Information Provision
1.2.9.a Affirmative Action Plan Development

Job Matching Process Activities

1.3.1 Job Matching Activities

1.3.1.1 Client File Search
1.3.1.2 Job File Search
1.3.1.3 Match Selection
1.3.1.4 Client Call-In
1.3.1.5 Selection Interview
1.3.1.6 Clearance for Job Referral
1.3.1.7 Job Interview Scheduling
1.3.1.8 Referral to Job Opening
1.3.1.9 Client Job Interview Support Visit

1.3.2 Verification/Follow-Up Activities

1.3.2.1 Job Placement Verification/Follow-Up
1.3.2.2 Employer/Applicant Support
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2.0 NON-CLIENT SPECIFIC LABOR MARRET EXCHANGE FUNCTIONS

2.1, Information Development Process Activities

2.1.1 Labor Market Information (LM1) Activity

2.1.1.1 Develop and Disseminate LM1 for Applicants/
Public

2.1.1.2 Develop and Disseminate LMI for Employers/
Industry

2.1.1.3 Develop and Disseminate LMI for Other _-encies
2.1.1.4 Provide on Request Special LMI

2.1.2 Farm Labor Wage Survey Activities

2.1.2.1 Conduct Agricultural Wage Survey by Crop
2.1.2.2 Convey Wage Leve1s-to Applicants
2.1.2.3 Pub1ish Finding as Wage Standard by Crop

3.0 NON-LABOR MARKET EXCHANGE ACTIVITIES

3.1 Protection Process Activities

3.1.1 Employee (Applicant) Protection Activities

3.1.1.1 Publish SESA Employee Prote tion Services
3.1.1.2 Accept Employee Complaints
3.1.1.3 Resolve SESA Service Complaints
3.1.1.4. Refer Employee Complaints to Appropriate Agency
3.1.1.5 Follow-Up Resolution of Complaints

3.1.2 Farm Labor (Applicant) Protection Activities

3.1.2.1 Review Job Orders for Wage Level, Working
Conditions, Housing Standards Compliance

3.1.2.2 Verify Compliance with Random On-Site Visits

3.1.3 Employer Complaint Activities

3.1.3.1 Accept Employer Complaints Regarding SESA
Services

3.1.3.2 Review Employer Complaints
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3.2 Other Legislatively Mandated Process Activities

3.2.1 Foreign Trade Act Activities (Applicant)

3.2.1.1 Collect Data on ILAS on Firms/Unions Adversely
Affected by Trade Act

3.2.1.2 Determine Applicant Eligibility for Job Search/
Relocation Allowances

3.2.1.3 Screen Applicants
3.2.1.4 Refer Applicants to Ui

3.2.2 Immigration/Alien Certification Activities (sency)

3.2.2.1 Receive Requests for Information Requested on
Occupations Sought to be Filled by Immigrants

3.2.2.2 Conduct Survey of Domestic Worker Availability
3.2.2.3 Determine Potential Domestic Worker Adverse

Effect
3.2.2.4 Certify Alien Application

3.2.3 Learner Certification Activity (Agency)

3.2.3.1 Collect Data for ESA on Experienced Worker
Availability by Occupation and Industry

3.2.3.2 Determine "Learner" Availability
3.2.3.3 Supply Certification Information

3.2.4 Defense Manpower Policy Issuance #4 Activities (Agency)

3.2.4.1 Identify High Unemployment Areas Under DMP #4
3.2.4.2 Publish List of DMP #4 Eligibility Areas
3.2.4.3 Initial ES/DMP #4 Employer Contact (Mail)
3.2.4.4 Initial ES/DMP #4 Employer Contact (Personal)
3.2.4.5 Review Preference Application
3.2.4.6 Issue Preference Certification .

3.2.4.7 Review DMY #4 Employer "Hire" Reports
3.2.4.8 Notify Defense Contract Agency and Non-Compliance



APPENDIX B, RELATIONSHIP OF EXISTING TIME DISTRIBUTION DETAIL BAND
_

AND PROPOSED SHBIETAIL HAD CODES_

(ALTERNATIVE III AND ALTERAATIVE IV)

EXISTING TIME DISTRIBUTION CODES (DETAIL BAND) (ALTERNATIVE 111)
.

(511) Intake

Includes all time;

- spent outeide local offices, including initial contact and

follow-up, to reach and bring into local offices individuals

who dO not Como on theit Own initiative but who require

assistance to become employable;

- spent receiving Individuals who COM2 Into local offices,

malog preliminary jedgeMents as to the services needed, and

arranele4 ior and scheduling services within the offices;

8pont in initial or subsequent interviewing of registered,

partially regletered and non-registered persons to determine

their needs tor employment services, including completing

new or updating former applicatioas and related forms, and

tuft:Meg applicants to appropriate organizational units

andfur other agonies for nececcary services, (does not

icc)udo selection interviewing related tO employment which

is patt of the definition of Code 531, Employment);

- spent on miscellaneous activities related to Intake, snth

3S answering telephone calls, referring to other agencies

pdrsons Who igt not seeking employmsnt services, giving out

brochuree, aed other p-iuted materials, and performing

othor wark that involves incidental contacts with thu public.

14 9

FROMM) SUBIETAIL BAND CODES (ALTERNATIVE _IV)

(5111) Outreach Activities

Includes all time spent outside local offices, including initial

contact and follow-up, to reach and being Into local offices indi-

Vidnals who do net COMO Oh their 04 initigiVe but who require

assistauce tO become employahlo,

(5112) Reception Activities

Ineludes all time spent receiving individuals who COMO into local

officesi making preliminary Judgements as to the services needed,

and arranging for and scheduling services within the offices.

(5113) interviewieg

Includes all time spent In 'Initial or euhsequent Interviewing of

retistered, partially registered and non-registered persons to

determine their needs for employment services, including completing

new or updating former opplications and related forms, and re-

ferring applicants to appropriate organizational units end/or

other agencies for necessary services, (does not Include selection,

interviewing related to employment which is Code 5312, Selection

Interviewing).

(5114) Miscellaneous Intake Activities

Includes all tine spent on miscellaneous activitiee related to

Intge, such 4g apswering telephone calls, referring to other

agencies persons who are not seeking employment servicee, giving

out brochures, end other printed materiels, and performing other

work that involves incidental eoetaets with the public.
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APPENDIX B. RELATIONSHIP OF EXISTING TIME DISTRIBUTION DETAIL !AND

ANO PROPOSED SOBOETAIL BAND CODES

(ALTERNATIVE III AND ALTERNATIVE IV)

EXISTING TIME DISTRIBUTION CODES (DETAIL BAND) (ALTERNATIVE III) PROPOSED SDBDETAII. BAND CODES (ALTERNATIVE IV)

(512) Couneeling

( 513)

Includes all time spent in counseling individuals or groups,

and qua related activities as recording interviews, reviewing

and analyzing information un counseling cases, interpreting

test results, arranging for and referring to supportive services,

which includes coaching, that pre necessary to assure imple .

mont4tioe of the employability development plan and follow-up

activities to determine the progress made by counsclees in

achieving their plenned objectives1

includee all time spent in scheduling, administering, monitoring,

and scoring tests or work sample exercises, preparing reports ef

test results or unit activity, and maintaining related files,

Also inclUdeS time epent Advising ES staff ae well as employers

on tette, testing techniques and related matters.

(5121) General Cpanseling Activities

Includes all time spent in counseling individuals or groups, and

suth related activities eS recording interviews, reviewing and

Analyeing informatioe on counseling cases, arranging for and re-

ferring to supportive services, which includes coaching, that

are necessary to assure implementation of the employability

developeent plan and follow-up activities to determine the pro-

gress made by counseltee 10 achieving their pinned objectives*

(5122) klemesiag

Includes all time spent in interpreting int Mats.

(5131) Testing

includee ill the spent in scheduling, administering, monitoring,

and scoring tegts or work suple exerciees, preparing reports*of

test recults or unit activity, and maintaining related files. Also

includes time spent advising ES staff as well AS employers on

tests, testing teehniques and releted matters*

(514) Other (5141)

Includes all time spent on other assessment-related activities,

such es case cOnbrence meeting time (with or without the client

being present) and in developing employability plans (except

counseling ps_!! between the coenselor and the clieet); And

Orientation, which is designed generally to provide understanding

of those attributes, other than job skills, required to get And

hold a job and is normally conducted with groups end covers

sech matters as personal appearance and health, preparation

of job applitatioft and related forms, job hunting techniques,

wages and tame, and similar matters ef employment related

concern. Also includes tine spent in group interviewing for

the purpose of helping job ready applicants and such special

groups as candidates for the summer youth program, to relate

their skills to the job market,

(5142)

(5143)

Case Conference Meetings

Includes all time gpent on case conference meetings (vith or without

the client being present),

Develop Employability Plane

Includes all time spent in developieg employability plags (except

counseling put between the counselor and the)*

Croup Orientation

Ineludes all time spent in orientation which ie designed generally

to provide understanding of those attributes, other than job skills,

required to get and hold a job and is normally conducted with groups.
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(514)
Other (Contitued)

rai2.20j2als f erra_,I_sLd

Includes all tito spent
(extept on
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(511) yjanLes1

(5143)
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Includes ell time spett
assisting individuals to(Mail Oplopant

or assisting
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tat Ode taking,
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.4.41111 Nye
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ictivities

Includes all
time spent

to development
of satisfactory

relation-ships vith
training facilities

and follow-up
actions includingMelling to

assure satisfactory
matte adjustmett

or progress IAtraining.

Includes all
tie spent in

Order taking,

(5311) ylstijuaftLio

Includes all
time spent

assisting
individuals to obtait

employment
such aS recruitment,

clearance, tilt
seerch, selection

interviewing'eall-it,,referral,
verification, file
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actions itcluding

coaching to
deternine or assuresuitable vorktr

adjustmett to a lob.



APPENDIX a. REWIONRIP OF EXISTING
TIME DISTRIBUTION DETAIL BAND

AND PROPOSED SUBPETA1L BAND CODES

(ALTERNATIVE III AND ALTERNATIVE IV)

'EXISTING TIME DISTRIBUTION CODE DETAIL BAND) (ALTERNATIVE III)

(531) Employmeot (Continued)

(532) Job Develo meg Ilacement and Follow-p _7 WIN-011

Includes all time spent for
creation of jobs for WIN

participento by M4403 of; review of computerized Job

Bank and Job Matching
System and all other soorcee

of information on existing
vacancios; contacting area

proiltmakiag employers for possible vaeancies, or nev

positions it their establishments,
either as direct

hiteeR or for OJT openings;
familiarizing employers

with the taX crodlt provisions
of the Revenue Act of

1971 for WIN participants,

Also, Includes time devoted to referring participants to

spocific jobs and follow-up
actioos including coaching

to assure satisfactory adjustment
or progress in jot),

(533 ) Job Devol ment Placenet and Follow4 - WIN.FR

Includes all time spent for
creation of jobs for WIN

participants by means Of: review of computerized Job Bonk
and Job Hatching systems ond all other sums of inforta-
tion oo existing vaelneits;

ontactitg public or non-

profit orgaoizatioos for development of pUbliC Mice

employment opportunities; contact other federally-funded

programa for possible existing or potentiol vecancies,

Also iocludes time devoted to referring perticipants to

specific job and follow-up
attions including coaching to

Mote satisfactory adjustment or progress in job, With

respect to the PSE Program, this
will inolude time devoted

tO the semi-annual review of each PSE employee,

PROPOSED SUBDETAIL BAND CODES (ALTERNATIVE IV)

(5313) lob Ban

Includes time devoted
to preparing input for computerized Job

Banks and Job Hatching Systems,

(5121) Job Develo tent Placement _and Follow-D - WIN-OJT

Includes all time spoot for creatioft of jobs for WIN partici-

pants by meane of:
review Of computerized Job Bank and Job

Metchiog Systems and 41 other aourcee of igorMutiOn on existing

vacanciee; contaoting area profitmaking employers for possibl

OCOnties or new positions in their establishments,
either as

directihirees ot for OR
opeoiogs; familiarizing employers with

tho tax credit provisions
of the Revenue Act of 1971 for WIN

portitipants

Also iocludes time devoted
to referring participants to specific

jobs and follow-up
ectioos including ooaching

to aosOre satiofactory

edjustment or progress 0 j4,

(5331) Job Dovelo ment Placement end Follow-U WIN-PSE

locludes 611 tile
spent for creation of jobs for WIN participants

by means of:
review of computerited Job

Bank and lob Matching

Systems and all other
sources of information On existing

1113Cmcius;
cont4Cting public or non-profit

organizations for development of
Wit service employment

opportunities; contact other federally-
funded program for possihle

existing or potential mender,
1 56

Also includes' time devoted
to referring participants to specifio

job and follow-up actions
iooluding coachitg to assure satisfactory

adjustment or progress in job! With respect to the PSE Program,
'this will include tits

devoted to the semi-annual review of each
PSE.employee,



APPENDIX S. RELATIONSHIP OF EXISTING TIME DISTRIBUTION DETAIL HANO

AND PROPOSED SUBDETAIL BARD CODES

(ALTERNATIVE III AND A1TERNATIVE IV)

EXISTING TIME Dum11212p_iglAIL BAND) (ALTERNATR fll)

(534) Periodic Ex osure to the Job Market

Includes all time spent by ES staff at the State and

local leVela in Ceiling in OR a regular basis those

WIN participants, who have been appraised but who are

not being served in any other WIN component, end exposing

them to labor market information in an attempt to match

their skills With job opening.

(550) Voyer and_Community Serviees (Includes COdea 551 through 554)

(551) Emplmr_and Union Services

Includes time spent in developing and maintaining contacts

with employers, including employer and union organizations,

This includes personal, telephone, or mail contade of a

general promotional nature to develop job opportunitiea

for all applicant groups or to promote acceptance of or

participation in special manpuwer programs.

(552) ltIlleyy Teehoical Services

Includes all time spent iii providing advice or assistance

to the employer, community and other government agencies

in the identification, alleviation, or resolution of man-

power problems in the area of work force selection,

development, utililation, and stabilization, Also included

are the uge of tools and techniques for providing assistance

on hiring pollelee; deVeloPMeet of job specifications and

related materials; conducting job analyses, job restructuring

and ugrading studies; identifying training and testing needsi

providing labor market information; interpreting manpower

technical services*

KOPOSE0 SHEDETAIL RAID COES (ALTERNATIVE IV)

(5341) Periodic Exposure to the 4ob Market

(5511)

(5521)

Includes all time spent by ES staff at the State Ind local levels

in calling in on a regular basis those WIN participants, who

have been appraised but who are not being served in any other WIN

component, and exposing them to labor market information in an .

attempt to match their skills with job opening,

Employer and Onion Services

Includes Lime spent in developing and maintaining contacts $4th

employers, including employer and union organizations. This in-

eludes personal, telephone, or mail contacts of a general pro-

motional nature to develop job opportunities for all applicant

groups or to promote acceptance of or participation in special

Dapper prOgramsi

Em In er

Includes all time spont in providing advice or assistance to the'

empinreri 01411=14 end other government agencies in the identi-

fication, alleviation, Or resolution of menpOWer problems in the

arti of work force selection, development, utilization, and

stabilization. Also included are the use of tools ond techniques

for providing assistence on hiring policies; development of job

specifications and related materials; conducting job analyao,

Joh restructuring end upgrading studies; identifying training and

testing needs; providing labor market information; interpreting

manpower technical services,

i58



APPENDIX t, RELATIONSHIP OF EXISTINI; TIMS DISTRIBUTION DETAIL BAND

AND PROPOSED SWUM BAND CODES

(ALTERNATIVE III LND ALTERNATIVE IV)

iiXISTINC_TIME DISTRIBUTION CODES (MAIL BAND) (ALTERNATIVE III) PROPOSED SUOMI', BAND CODES (ALTERNATIVE IV)

(553 ) Immtgrat:o Activi4en

Includes time devoted to immigration activi ES,

(554) CoM040 *Ores

Includes all time gloat on the following activitiest

- Stimulating tommunity actions toward aolving manpower

problems which hinder maximum development mid use of

human resources.

= &anlsiing in induatrial and economic development of

COmmunitios

EstabliShing a continuing aod developmental working re.

lationship with community action groups, Job Corps, educa-

tional Institutions, vocational rehabilitation, and other

community agencies or groups(

- Training Other gOVOrnmontel, social, and community

agency personnel in the programs and operations of the

State manpower agency,

- Presenting information Or proposing tanpoWer actions to

employer, union, educational, governmental bodies, or

other groupS; including time devoted to developing Manpower

training proposals,

- Participating in local civic functions, organizational and

clubs to promote the policies and objectives of the Employ-

ment Service within the comMunity,

- Dissemination of labor and economic information by radio,

television, mail, or in person to individnals or group

within a community on matters regarding the ES,

(WI) hat ration Activities

Includes time devoted tO imoigration act vities,

(5541) Community Services

Includes all tint Spent on tht following activities:

4 EtiOuloting community actions toward salving manpower problems

which hinder maximum development awl use of human resources.

= Assisting in industrial Ad economic development of communttlee1

- Establishing a continuing and developmental working relation-

ship with community action groups, Job Corps, educational

institutions, vocational rehabilitation, and other community

agencies or group,

= training Other governmental, social and community agency per-

sonnol in Ehe programs and operations of the State matOwer

agency,

- Presenting information or ptOposing manpower actions to
,

employer, union, educational, governmental bodies, or other

groupg; including time devoted to developing manpower Ctainlog

proposals,

= Participating in IOW civic fUnctiOnS, organirationa, and clubs

to promote 1he policies and objectives of the Employment Service

Within the community.

Diesemination of labor and economic information by radio, tele-

vision, mail, or in person to individuals or groups within a

community On matters regarding the ES,
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APPENDIX B.
RELATIONSDIP

OF EXISTIIIG TIMP.
DISTRIBDTION DETAIL BANG

no PROPOSED
SCOIML MD CODES

(ALTERNATIVE III Al0
AITERNATIVE IV)

.M-ST13C T1M

DISTRIBTELSALIDERLIORN41111E III).
PII0P,OSED SDBOCTAIL.

BAND CODESATERNATIVN IV)

(560)
rioratlou (lacledea

Codes 561 through 565)

(561) labor Area Information

Includea all time spent on:

161

- Gathuring, analysing,
interpreting, and diaseminating

infemaation regarding
local labor area conditions,

overall enployment arid
memploymeat io the State,

economic regions,
counties, districts, and parts of

labor 4re4$, and for applicant
groups such 40 poor,

disadontned, etc.

a Preparing labor 4rea 4twa1
Orter$ and reporta, and

inforaatioa related to eligibility for aasistance
of areas under

various Fedral programs.

(562) Ow at1o'91.12
ortujL.19s-iitilsatoil

Includes tima sppnt
OA the following activitiest

. preparing, analysing,
interpreting, and disaaminating

ecanomic information
on current and projected

occupa
tional shortages by State or Ms.

- Developing information to
Ideatify current or antici-

patad employment
opportunities by occupation aod area

occupatioaal guides,

a.- Preparing Joh vacancy
surveys, area skill and other

maopower projection
surveys, industry surveys, and

arca wage surveya,

- Finking training teeds
surveys and providing job aearch

ioformatiOn fot applicants.

(5611) Gathetin
ald Dissemination of InfontatOn

Gathering, analysing,
itterpreting, and

disaeminating iofornation
regarding local labor

Olta conditions, overall
employment and

uaemployment in the State, economic
regiona, couaties,

districts,
aud parts of labor

areas, and for applicant
groups such 38 poor,

disadvantaged, etc,

(5612) P e arironkle,sAlam
Freparing labor

area newsletters and
reports, aod information

related, to eligibility
for assistance of areas under various

Federal programa,

(!,621 )
Occuotlonppartuofflas rmation

Includes tin speat on the following activities:

- Preparing, aoalyzing,
interpreting, and disseminating

economic
information op current and projected

occupational ahortages
by State or area,

- Developing information
to identify current

or anticipated
employment opportualtio

by occupation and area occupational
guides,

- Preparing job vacancy
surveys, area skill and other manpower

projection surveys,
industry surveys, ao4 area wage surveys.

. Making tralniog needs
surveys and providing job

search infor-
ration for applicants,
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APPENDIX E. RELATIONSUIP OF EXISTING TIME DISTRIDUTION DETAIL BAND

AND PROPOSED SUBDETAIL_SAID CODES

(ALTERNATIVE III AND ALTERNATIVE IV)

ENISTUD TIMIE DISTRIBUTION
CODES (DETAIL BANDMALTERNTVE III)

. ROMEO SUBDETAIL BAND CODES ALTERNATIVE IV)

(563) Operating Research

Includes time spent it the following activities;

Special research or similar
experimental projects for the

development of new concepts and tools to make operations

more responsive to existing or changing needs, for

measuring the effectiVeneas, costs, god benefits of various

Services, and for the development of new or improved tech-

niques and procedures for compiling labor area or

ocCupatlonal job opportunities information,

- Developing and testing new approaches or procedures for

obtaining manpAer information for management purposes,

locnl office participation in cost-benefit analysis, and

other special studies for later adaptation to a continuous

ongoing program.

(564) Occu WOW Aoal sis Field Centers

Includes all time spent by formally organized field centers

In the collection, analysis, preparation, and dissemination

of occupational information of nationwide application. AISO

included ate research and development projects for Improving

the effectiveness of occupational ;Alvin tools.

(5631) 2ketatinna Re earch

Includes time a at in the following aCtivitiea;

- Special research or similar experimental
projects for the

development of new concepts and
tools to make operations more

responsive to existing or changing map, for teeming the

effectiveness, tots, end benefits
of various service!), and

for the development of new or improved techniques and pro-

cedures for compiling labor ate or occupational job opportuni-

ties information.

- Developing and testing new approaches
or procedurea for ob-

taining manFower information for management purposes, local

Office participation in cost-benefit analysis, And other

special studies for later adaptation to a continuous ongoing

progra

(56q) Occu-atiot al

(565) fest Develo moat
(5651)

Includes all timo

ing and analyzing

technical reporta

spent in preparing reatarch plans, collect.

research data, and validating And
preparing

on research results to develop testsi

Includo all time spent by formally organized field centers in

the collection, anlyais, preparation,
and dissemination of occu

pationa information of nationwide application. Also included

ate research end development projects for
improVing the effective-

ness of ocenational analysis tOOls.

IttkelspInt:

Includes all time spent in preparing research plena, collecting

and analyzing research Wood
validating and preparing tech.

nital reports on research results to develop teats,



APPENDIX E.
RELATIONSRIP DP EXISTING TIME DISTRIBUTION DETAIL BAND

AND PROPOSED. SODDETAIL .BAND CODES

(ALTERNATIVE III AN) ALTERNATIVE IV)

EX;PING TINE momiLi_01Amm-pil

(610) tn_g_linjrns-emer (Local)

kll tive vhieh
can be related directly to the

admieistrat on
and supervilion of the State OanpOwer

program ehould be

reported under this code.
Time reported oder thie code

primarily involves hut is iot nete040
limited tO the pet-

, [pretence el the folloving !means:

Time of the local
office supervisor and

his issiettete, and
ell lige personnel engaged

ie managing and
oupervising employ-

ment, training, aed related
eanpower operations at the local

level. Tile spent in direct
eupervision of operating fuet-

tioes should be eharged
to the function being

supervieed,

i.e., A wo6ing oopervieor
of 4 plicement tit should chatge

to activity Code 531, Eeployeent.

Planning, ditecting and
controlling local office

operations.

Developing, *looting
eed monitorieg plans of service,

papering budget
juetifications sed

supporting materiel.

Attendieg °aside professioeal
and teChnftai tOOferenCes as

well as in-effice
staff meetings and

coeferences dealing

with overall operating
problems, policies, ptotederes,

personnel problems, etc. (Time epeet at meetings artd con.

ferences, within ot outside
the agency, related to a speeific

funetional arm shoeld be ehareod to the eppropriate
functional

activity code.)

- Preparing and verifying data for
local office aetivity u-

rine and other narrative
and statistical operating reports.

CODES ALTERNATIVO.

(RH)
Heedelent and Su ervieion

(Local)

All tiee Which ten be related directly
to the adoleietration

and supervielon of tht State manpower
?roam eheeld'be reported

oder this: code.
lite repotted under this code primarily

involves but is tot
necessarily limited to the performance

of the following functionst

- Time of the locel office
supervisor and his tesistants, and

all line personnel
engaged in tanaging aed

aupervising employ-
tot, ttainieg, and related

manpower operationo et the local
level. Time epent in direct

sepervleion of operating fent-

time should be
charged to the function

being supervised, i.e.,
4 Vorkieg supetvisor of

a placement enit should charge to the

appropriate employmeet activity code.

- Planning, directing and eontrolling
local office operations.

. Develoeing, leplementing and
monitoring plate of service.

Reeiting budget justifications
and supporting material.

- Attendleg outside professioeAl aed
technical conferences as

well as in-office
etaff meetings and conferences dealing

with ovetall operatieg
problems, politiee, procedures,

personnel problem, etc, (Time speet at meetiegs eed con-
ferences, Within or outside the agetey,

related to a epecifit

fenctional orea should be charged te the
appropriate functional

activity code.)

Preparing end vetifyiag data for local office
activity re-

ports end other narrative
and statistical

operating reports.

. Office services (switchboard
opetation, meil service, etc.),

- Office setvices (switchboard
opetation, oil service, etc,).
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APPENDIX B, RELATIONSHIP OF.EXISTINC1INE DISTRIBUTI N DETAIL BAND

AND PROPOSED SUBBETAiL BAND CODES

(ALTERNATIVE III AND ALTERNATIVE IV)

EXISTING TINE DISTRINTION CODES DETAIL BAND ALTERNATIVE III)

(611) Ealineffervision (Central)

All time which can be related directly to the adMitatratiea

and aopervision of the State manpower program should be reported

under this code. Time requested under this code primarily

Involves but la not necessarily limited to the perforOnnce of

the following functions:

- Time of the Employment Service Director and his assistants,

and all line peraonnel in the central or district offices

engaged in managing and supervising employment, training,

and NIRO meepower operations, Time spent in direct

supervision of operating functions h IA h h A hLon__ _e Large_ to Le

funttien being aupervised, i.e., a working supervisor of a

central Job Bea placement unit should charge to activity

Code 531, Employment.

- Planning, diraeting and controlling State and 1001 office

operations,

- Developing, implementing, and monitoring plans of service.

= Attending outside professional and technical conferences as

well as in.office staffleatinga and conferences dealing

with overall operating,problems, policies, procedures, per-

sonnel problems, etc. (Time spent at meetings and conferences,

within or outside the agency, related to 4 specific functional

area should be charged to the appropriate functional activity

code.)

- Preparing and verifying data for local office 4CtiVity reports

and other narrative and statistical operating reports,

- Office services (lwitchboard operation, mail service, etc,

PROPOSED SUBDETAIL BAND CODES (ALTERNATIVE IV)

0111) Management entlineervlaion (Central)

411 time which c4A be related directly to the administration

and supervision of the State manpower program ,should be reported

under this code, Time requested under this code primarily '

Involves but is not necessarily limited to the nerformance of

the following functions:

= Time of the Employment Service Director aud hie assistanta,

and all line personnel in the central edistrict officea

engaged in managing and anperVising employment, training,

and related manpower operations. TIme spent in direct

supervieion of Operating functions should be charged to the

function being eupervised, lie., a working supervisor of a

central Job Bank placement unit should charge to activity

5313 Job Bank,

. Planning, directing ond controlling State andlocal office

operations.

Developing, implementing, avd monitoring plans ot service,

= Attending outside professional and technical onfainces ea

well aa in-office staff meetings and conferences dealing

with overall operating problems, policiee, procedures, per-

sonnel problems, etc, (Time spent At meetings: and conferences,

within or outside the agency, related to a specific functional

area should be charged to the appropriate functional activity

code.)

. Preparing and verifying data for local office activity reports

and other narrative and Stetiatied Operating teports,

= Office aorviteo (switchboard operation, mail aervice, t c,),
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APPENDIX g, RELATIONSHIP OF EXISTING TINE DISTRIBUTION DBTAIL BAND

AND PROPOSED SneDETAIL RAND CODES

(ALTERNATIVE III AND ALTERNATIVE IV)

EXISTING TIME DIsTRIBuTION (PETAILIO (AITMATIVE

(620) Staff Technical Service (Local)

Includea all tile of management and program staff (such as

management analysts; placement techoicians; youth, older

workers, and minority group specialists, etc,) in developing

and organizing materials, performing functional supervision,

moeitoring contracts, cunducting evaluationa, attending con-

foroOoon or providing teehnicel aSalatente to local or central

office Employment Service staff or the public in matters

affectiv thtir particular area of work.

Includes time spent on the following activities:

- Publicizing and/or explaining requirements of the Farm Labor

Contract or Registration Act (FLGRA) at the State level,

. Receiving and transmitting applications for registration

under the Act.

-leeeiVirig and transmitting complaints made against

registered farm labor contractors,

(621) Stuff Tahnical Service (Central)

Includes all time of management and program ataff at the State and

area level (such as management analysts; placeeent technicians;

youth, older worker, and minority group specialists, etc.)

developing and organising materiels, performing functional super=

vision, mooitoring contracts, conducting evaluations; attending

conferences or providing technical asaistenee to local oe;eeeteal

office Lmployment Service staff or the public in lettere affecting

thuir particular arta of work.

PROPOSED SUBDETAIL BAND CODE (ALTERNAMIA

(6201) Staff Technical Service-farm (Local)

Includes rile Spent on the following activitiee;

- Pandang aadlor explaining requirements of the Fart Labor

Contractor Registration Act (FM) at the State level,

. Receiving and transmitting applications for registration

under the Act.

Receiving and transmitting complainta made against registered

farm labor contractors,

(6202) Staff Technical Servicea.Other (LOCal)

Includes all time of management and program staff (suchle

management analysts; platemeat technicians; youth, older vorkere,

atd minority group speeialigte, ett,) it developing end or.

ganizing materiale, performing functional supervision, monitoring

contracts, conducting evaluations, attending conferences or pro .

viding technical assistance to local or central office Employment

Service staff or the public in matters affecting their pertieuler

area of work.

(6211) Staff Techeical Seryite - Farm (Central)

Includeg time spent on the following sctivit1es1

- Publicizing and/or explaining requirements of the Farm Labor

Contractor Registratioa Aet (FLCRA) at the State level;

- Receiving and transmitting applications for registration under

the Act,

- Receiving and transmitting complaints,made againet registered

farm labor centractore,



APPENDIX B. RELATIONSHIP OF ERIST1NC TINE DISTRIBUTION DETAIL RAND

AND PROPOSED SUEDETAIL BAND CODES

(ALTERNATIVE III ARP ALTERNATIVE IV)

EXISTING TINE DISTRIBUTION CODES (n_li BAND). ALTERNATYCEILI PROPOSED SUODETAIL KagUAITEP.LPIIV1

(621) Staff Technical $ervice genCreg (continued)

Includes tine spent on the following activities:

- Publicising and/or explaining requirementa Of the Firm Labor

Contractor Registration Act (FLCRA) at the Stets level.

Receiving and transmitting applications for registration

under the Act.

Receiving and transmitting complaints made against registered

farm labor contractors.

(630)

71

Career DevelEELEITEgiltag (Local)

Itcludes ell time opent away from regular job assignmenta for

out.ssrvice and in-service staff training for career development.

Includes the time of the training as well as the trainee for

both central office and local office Employment Service

employees.

Exceptions:

- Time spent for trnining on-the-job in the actual work situation

kuld be charged to tho appropriate activity code in which

the work and training aro being performed.

Time of the trainer conducting training outside the

agency to other governmental, social and community lgency

personnel should be charged to Code 554, Community Services.

Where such trainees are included as part of the regular

schedule of training $iven to State g$ employees, the time

of the trainer is charged to this Code (630, Career Develop-

:0st and Training).

a

(6212) Staff TOehnieal SerViee - Other (Control)

Includes all time of management ea program staff at theState end

area level (ach a$ management analysts: placement technician

youth, older worker, and minority group specialists, etc0 in de-

veloping and organizing materials, performing functional supervision

monitoring contracts, conducting evaluations; attending conferences

or providing technical assinance to local OT central of

Employment Service staff or the public in matters affecting their

particular area of work.

(6301) Career Development and Trn (Local)

Includes all time spent Way from regular job assignments for

0'd-service ad it-nervice ataff training for Meer development,

Includes the time of the training as well la the trainee for

both central office and local office Employment Service

employees,

Exceptions:

Time spent for training onathe-job in the actual work situation

should be chawd to the appropriate activity code In which

the work and training are being performed:

- Time of the Miner anducting training guide the

agency to other governmental, social aud community ageneY

personnel ehould be charged to Code 5541, Community Services,

Where such trainees are included as part of the regular

schedule of training given to State ES employees, the time

of the trainer is charged to this Code (6301, Career Develop-

ment and Training),

aa'
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APPENDIX E
ISTING TINE DISTRIBUTION DETAIL RAND_ _ma

'AND PROPOSED SUBDETAIL BAND CODES

(ALTERNATIVE III AND ALTERNATIVE IV)

(631) Weet ntutiolent end Traini,ng
(Central)

Incledes ell time spent
away from regular job antennas for out-,

eetvice and in-setvice staff training fot career developeent or

on temporaty detail eutaide the agency, Incledes the time of the

trainer as well as the
trainee for both cetttil office and

local office Employment Service employees,

Exteptional

- Time spent for training on'tbeleb id
the atoll work situation

ehould be charged to the apptepriate
activity code id which the

work end trades ate being perforeed,

The of the trainer condueting
tutting outeide the ageecy to

other governmental; eoclal; and co -unity agency personnel

should be charged to Code 5340
Community Services, Wheto such

trainees ate included 43 patt of the regular echedule of

training given to the 5010 ES
employees; the time of the

trainet is charged to this Code
(631; Career Development and

Treinieg),

PENS SOU_ TIAIL

(6311) Career Develo mot et4 Training
(Central)

includes all, time spent
away from Mgelet job assigneetts for out-

setvice end in-service staff ageing format developeent ot

OR tenperary detail outside the agency, Includes the time of the

trainer es well as the trainee
for both central office and

local office Eeployeent Service employees,

Exceptions:

Tile 'lent for training on.the-job
in the actual work situation

should be charged to the appropriate
activity code it which the

work and training Art being pedaled,

- Time of the trainer conducting training
outside the ageney to".

other governmental, eociel;
and comtunity agency personnel

041114 be charged, 0..Code
55410Community Services. Where tech

trainees are in40ded
is part ef the regelar schedule of

,

training given 0 the State
ES employees; the tite of tht

trainer is charged to this
Code (6311,Career Developeent and

Training).

1 74
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APPENDIX C. RELATIONSHIP OF SUMETAILtD BAND CODES

TO SURACTIVITIES CODES ,

(ALTERNATIVE IV ANP ALTERNATIVE

FROFOSED SUOPETAIL eAND CODES (ALTERNATIVE IV)

(5111) Outresch.Aetivities

epent outeide,local offices,
including initial contact and

followup, to reach and bring into locil offices individuale

who do not come on their ovn
initiative but who require

assistance to become employable;

(5112) Rece-_ion Activities

- spent receiving individeals who come into local officee,

moking preliminary judgements se to the servicca heeded,

and arranging for and
scheduling eervices within the

, offices;

(3113) IntervAA

- spent in Initial or subsequent intervieving of registered,

partially registered end non-registered persons
to determine

their needs for employment services,
including completing

new or updating former applicatione and related forms, and

referring applicants to apprupriate organisetiOnal Units

and/or other ageneies for necessary
services, (dos not

include eelection interviewiug related to tmploymene which

fs Code 5312, Selection Interviewing);

(5114 ) Miscelloneoes Intake Activities

. Spent On
miscelloneoue activities related to Intake, such

og answering telephone
cells, referring to other agencies

persons who are not 'joking employment services, giving

nut brochures, and other printed materials, end Performing

other work thot Wolves incidental
contacts with the

public,

PROPOSED SUBACTIV1TES (ALTERNATIVE VI_ . _ .
_

, Promotion, 0101 job fairs

, Advertising

,
Period Contact or lndividuel/Steff Outreach

Initial Applicant/SESA Information Exchange,

. Minority Applicant/SESA Apprentiteship Information Exchange

i1$ Provision

, Scheduling for Interview

Applicent/SSSA Inforootioo Ekchange

Referral to NonSESA

landatory Reterrz irrangement, e1g11 Ui1 elfare Food Stamps

,
Cooperative Agreawsot Development

(Voluntary Referral, Ng.,

heational Rehabilitation, Community Groupe)

, Referral to Noo-SEU



APPENDIX C, RELATIONSHIP OF SPDDETAILED BAND CODES

TO SUBACTIVITIES CODES

(ALTERNATIVE IV AND ALTERNATIVE VI)

PROPOSED SUBDETAIL HAND CODES (ALTERNATIVE IV)
PROPOSED SUBACTIVITES (ALTERNATIVE

VI)

(5121) General Counaelin- Activitieo

Includes all time spent in mooling individuals or groups,

and suth related attivities as recording interviews, re=

viewing and analysing information OR counseling cases,

arranging for and referring to supportive SOrOICOSI which

includes coaching, that are necessary to assure Implementation

of the employability development plan and follouup activities

to determine the prosress made by counselees in achieving

their planned objectives.

(5122) Interpreting:test iicti4tO

Includes all time spent in interpreting test results,

($131)

, Service Scheduling

. Vocational Problem Counseling

0 Occupational Choice Counseling

Includes all time spent it scheduling, administering, monitoring Testing

and scaring tests or work SamPle exercises, preparing reports Aptitude

of test results or unit activity, and maintaining related files.
. Interest

Also includes time spent advising ES staff as well as
, Achievements

imployers on tests, testing techniques and related matters.

(5141) Cosi Conference Meetings

Includes all time spent on case conference meetings (with or
, Caseload Confirinte - Client/Staff

without the client being present),
. Caseload Conference - Staff Only

(5142) treloilapins

Includes all time spent in developing employability plans extept , Client/SE A ServIce Plan Development

eposeling Per se between the counselor and the client)



APPENDIX C- RELATIONSHIP OF SUDETAIlED BAND CODES. _

TO SCDACTIVITIES CMS

(ALTERNATIVE IV AND ALTERNATIVE VI)

PROPOSED_SUBDETAIL hAND COOESAALTERNATIVE IV) PROPOSED SHBACTIVITES (ALTERNATIVE VI)

(5143) Group Orientation .

Includes all time spent in orientation which is designed

retally to provide undetstanding of those attributes, other

than job skills, required to get and hold g job and iB

normally conducted with groups and cOVets luch matters aS per-

sonal appearonce and health, preparation of job application and

related.forms, job hunting techniques, wages and taxes, and

similar matters of employment related concern, Also includes

time spent in group interviewing for the purpose of helping job

ready applicants and 6uch special groups as candiatcs for th0

summer youth proms, to relate their skills to the job market,

(5211) Training Selection Referral and Followun

Includes all time spent (except on assessment) in relating applicant

needs, characteristics, and circumstances, in the selection and re-

ferral to a specific training opportunity,

(5212) Traioin Deveio ment Activities

Includes time devoted to development of satisfactory relationships

with training facilities and followup aetions including coaching

to assure satisfactory trainee adjustment or progress in training,

(5311) JOh Met Taking

, Arrangement for Apprenticeship

lisrgngement for Suppbrtive Services

. Arrangement for Tralniug

ASkat Minority Applicants to Enter Apprenticeship Programs

, Supportive Services Development

. Training Opportunity Devalopmit

Includes all time spent In order taking, Central Order Taking

. Solicitation Order Taking



APPENDIX C, RELATIONSHIP OF SUBDETAILEDBAND_CODES

TO SHHACTIVITIES CODES

(ALTERNATIVE IV AND ALTENATIVE VI)

PROPOSrD SOBACTIVITES (ALTERIATIVE VI)PROPOSED SUBDETAIL BAND CODES (ALTERNATIVE IV)

(5312) Selection Interviewin-

Includes all time spent assisting individuals to obtain employment

such as recruitment, clearance, file ',arch, selection interviewing,

call in, referral, verification, file maintenance, individual joh

development, plan visits to acquaint staff with job requirements

and followup actions including coaching to determine or ensure

suitable worker adjustment to a job!

(5313) Job Bank

Includes time devoted to preparing input, for computerized Jeb

Banks and Job Matching Systems.

(5321) Joh Devellnent Placementl_and Followg - WINAJT

Includes all time spent for creation of jobs for WIN participanta

by means of: reView of computerized Job Bank and Job Matehing

Systems and 011 other sources of information on existing vacanclea

or new positions in their establishmental either as direct hireea

or for OJT openings; familiarizing employers with the tax credit

provisions of the Revenue Act of 1971 for WIN participants,

. Client File Search

. Job File Search

Math Selection

Client Call-in

. Selection Interview

Clearance for Job Referral

Job Interview Scheduling

Referral to Job Opening

Client Joh Interview Support vialt

Joh Placement VerifieatInnIfollowop

Employer/Applicant Support

. Employer 00-Site Visits

. Phone Solicitation

Joh Bonk Input

- Manual

- Automated

Id2



APPENDIX C. RELATIONSBIP OF SOEDETAILED BAND COBES

TO SUBACTIVITIES EMUS

(ALTERNATIVE P. AND ALTERNATIVE VI)

PIOPOSED SUBACTIVITES (ALTERNATIVE VI)
PROP Rp SNBDETAIL BAND COM (ALTERNATIVE IV)

, (53 1) Job Development Placement and Followu -WIN PSE

Includes all time spent for treation cf jobs for WIN participants

bY means of: teView Of computerized JOb Bank and Job Matching

Systems and all other sources of Information on existing Mande8;

contacting public or nonprofit organizations for development of

public service employment opportunities; contact other federally.

filnded programa for possible existing or potential vacancim

Also, includes time devoted to teNering participants to specific

job and followup actions includir coaching to assure satisfactory

adjustment or progress In job, th respect to the PSE program,

this will include time devoted the semi.onnual review of eoch

PSE employee,

(5341) Periodic Ex qoure to the Job Market

Includes all time spent by ES staff at the State and local levels

in calling in 00 a regular basis those WIN partitipanta, who have

been appraised but who are not being served in any other WIN com-

ponent, and eXposing them to labor market information in an attempt

to match their skills with job opening,

WOO Egloyer and Community Services. Includes Codes 5511 through 5541

(5511) ap1oyluialia9 Services

Includes time spent in developing ond maintaining contacts

with eMployeral including employer and union organisations.

This includes personal, telephone, or mail contacts of a

general dmotional nature to develop job opportunities for

all applicant groups or to promote acceptance of or partici-

pation In special manpOWer ptogramL

, Advertising

. Promotion - Non raff e.g. Masa Mailing

. Promotion Staff Contact, 4,1 Chamber of CO er e

Association

, Cooperative Arrangement Development, e.g.1 CETA

. Employer 00-Site Visits

Phone Solicitation

WI Soliatatio4



?RIMED MoETAIL amo

APPENDIX C. !ELATIONSHIP OFJUBDETAILED BAND CODES

TO SODACTIVITIEs CODES

(ALTERNATIVE IV AND ALTERNATIVE V)

:ODES (ALTERNATIVE IV)
PROPOSED SUBACTIVITE8 (ALTERNATIVE VI)

_ _ -

(5501) mallandcu Includes Codes 5511 through 5541

(5511) Employer and Union Services (continued)

(5521) Employer Technical Serv ce

Included all time spent in providing advice or assistance to the

employer, community and other government agencies in the identifi.

cation, alleviation, or resolution of :soposer problems in the

area g vork force selection, develOpment, utilizatioa, and

sLbilizatien. Also Included are the use of tools and techniques

for providing ossistance on hiriag policies; development of job

Itacificsilons and related materials; conducting job analyses,

job restructuring and upgrading studies; identifying training

and testing needs; providing labor market information; interpreting

manpower technical services,

. Mandatory Listing Compliance investigation

4 Receipt and Reviev of Employer Lists

Reteipt and Analysis,of Employer Reports

Employer On.Site Solicitation/Enforcement

Phone Solicitation/Enforcement

Mail Soliciation/Enforcemenr

Identify High Unemployment Areas Under DR 14

Pubiish List of DI 14 Eligibility Areas

initial ESIKP i4 Employer Contact

. Nail Contact

- Personal Contact

. Review Preference Application

, Issue Prelerence Certificate

Review DI 14 Employer 'Hire" Reports

Notify Defense Contract Agency of Non.Complisece

Uork Force Selection Assistance

Work Force Development Assistance

Work Forte Stabilization Assistance

tiring Policy AssistanCe

Job Specifigation Assistance

Functional Job Analysis Assistance

Identifying Trsining end Testing Needs

EEO Compliance Information Provision

Affirmatila Action Plan Development

Employer,Contact

Job Restrseturing

10b,Reouirement Modification

Altering Job Benefice and conditinno

Subsidized J05 Development, eg OJTp PSE, WE

1 66



AIPPEND1 C. RELATIMIP U
SUEDETAILED BAND CnDES

TO SUBAC11VITIt:S CODES

(ALTERNATIVE IV AND ALTERNATIVE
v1)

?Amp SUBDETAII BAND CODES
(ALTERNATIVE IV)

?IMPOSED SUSACTIVITES
(ALTERNATIVE VI)e-Sr

(5521) EmlAjjsEEILialico (continued)

(5531)

Financis, Incentive Job.Development,
e,g Tax Credit

Review o( Classified Ads, Trade Journals, CSC Announcements,
etc,

Agency Associaaon, etc Contact

Includes all time devoted
to immigration activities,

MIGRATION/AWN CERTIFICATION ACTIVITIES (ACENCY)

(5541) Coar_.

Includes all time spent on the following activities!

- stimulating community actions touatd solving %mover problem

which hindor maximum development and 1158 Of hum resources;

- assisting to industrial and economic development of commit-

: LIU;

- establishing a continuing and developmental
working telation-

ship with community action groups, Job Corpo, educational

institutions, vocational rehabilitatiOn,
and other community

agencies or groups;

- training other governmental, social, and
community agency

personnel in the programs and
operations of the State manpower

agency,

Receive Requests for Information
Requested on Occupations

Sought to be Filled by Immigrants

, Conduct Stney Of Domestic worker Availability

Determine Potential DomeStic
Worker Adverse Effect

Ctrtify Alien Application



MEM CE RELATIONSHIP OFISHEDETAILED RAND COOES

TO SUPACTTVITIES CODES

(ALTERNATIVE IV AND ALTERNATIVE VI)

Pump SUOACTIVITS (ALTERNATIVE Yi)PROPOSED SUBDETA1L-TIAND CODES (ALTERNATIVE IV)

(5541) Community Seryices (continued)

. presenting information or proposing manpower actions to emploYer,

union, educational, governmental bodies, or other groups; in-

cluding time devoted to developing Manpower training proposals;

. participating in local civic functions, organizations, and

clubs to promote the policies and obJettives of the Employment

Service tAthin the colmunity;

. dissemination of labor and economic information by radio, talc-

vision, mail, or in persOn to Individual Or group within a

community on tters regarding the Employment Service,

(5ll) Gatherin sad Dissemination of Information

- gathering, analyting, interpreting, and disseminating informa-

tion regarding local labor area conditions, overall employment

and unemployment In the State economic regions, counties,

d1stricts1 and parts of la'bor areasi and for applicant granpa

suc4 as poor, disadvantaged, etc.

Develop and Disseminate Labor Market inform 'Ion for:

Applicants/Publie

- Employers/Industry

- Other Agencies,

.
Conduct Agricultural Wage Survey by Crop

. Convey wage Levels to Applicants

,
Publish Finding os Wage Standard by Crop

.

Collect Date on 1LAB on Firms/Unions Adversely Affected by

Tiede Act

Determine Applicant Eligibility for Job Search/Relocation

Allowances

, Screen Applicants

Refer Applicants to Ul

Collect Dote for ESA On Experience worker Availability VI

Occupation and industry

I
t



APPENDIX C,
RELATIONSHIP.OF.SUDDETAILED.DAND coDES

TO SUEKTIViTI4 CODES

(ALTERNATIVE IV AND ALTERNATIVE VI)

PROPOSED SURDETAIL EAND CODES (ALTERNATIVE IV)
PROPOSED SUBACTIVITES (ALTERNATIVE VI)

(5611) catherin aLWW..._..2!_minationof Information (continued)

(5612) tp_apj1.1 Nstylri_r2d4a1

- preparing labor Ares newsletters
and reports, and information

related to elitibility
for assistance of areas under various

federal programs.

( 5621) 0 c ca-: a r 1 on d lea In lona t

Includes time spent on the tonguing activities!

- preparing, analyzing, interpreting
and disseminating economic

infontation on current and
projected octupational shortages

by state or area;

- developing information to identify
current or anticipated

employment opportunities by occupatIon and area occupational

guides;

- preparing job vacancy surveys,
area skill and other manpower

projection surveys, industry
surVeys, and araa wage surveys;

- making training needs
surveys and providing job search In-

!unman for applicants,

, Determine "Learner" Availability

, Supply Certification
Information to ESA

, Provide on Request Special
Labor Market lnfostaUon



APPENDIX C. RELATIONSRIP OF SCDDE1A1LED BAND CODES

TO SUBACTIVITIEs cODES

(ALTERNATIVE IV AND ALTERNATIVE VT)

PROPOSED SUBACTIV1TES (ALTERNATIVE VI)
PROPOSED SODETAlL BAND CODES (ALTERNATIVE IV)

(WI) Operetions_Research

Includes time spent a the felloWing activities;

- special research or similar experimental projeets fOr the develop-

ment of new concepts and tools to mat operations more responsive

to existing or changing needs, for measuring the effectiveness,

costs, and benefits of various services, and for the development

of new or Improved technigans and procedures for compiling labor

ate4 or occupational job opportunities information;

- developing and testing new approaches or procedures for obtaining

manpower infomation for management purposes, local office

particfpation in cost-benefit analysis, and other special studies

for later adaptation to a continuous ongoing program,

(564) Occupational AnalysiOield Centers

Includes all ithe spent by formally organi:ed field centers in the

callectlan, analysis, Preparation and aissemientiOn of oCCepational

information of nationwide application, Also included are research

and developent projects for improving the effectiveness of

occupational analysis togs,

(565I) Itiokent

lncludes'oll time spent in preparing research plans, collecting and

analyzing research latal and validating and preparing technical

reports on research results to develop testsi



APPENDIX C. RELATIONSHIP OF SORDETAILED BAND CODES

TO SUBACTIVITIES CODES

faiERNATIVE IV AND ALTERNATIvE VI)

PROPOSED SUBACTIVITES_ (ALTERNATIVE
VI).

PROPOSED SPBOETAli BAND CODES (ALTERNATIVE IV)

(6101) liana eroerL__Id &Frykrial (Loral)

All time which can be related directly to the administration and

superviaion of tht State manpower program should be reported under

this code. Time reported under this code primarily involves but

10 not nmssarily limited to tha performanee of the following

function':

. time of the local office supervior and his
assistants, and

all line personnel engaged in managing and supervising employ-

meg, training, And related manpOwer operations et the local

level. Time spent in direct supervision
of operating functions

should be charged to the function being
supervised, 1,c, a

working supervisor of a placement unit should charge to

the appropriate employment activity code;

. planning, directing, and controlling local office operations;

. developing, implementing) and monitoting plans of service;

preparing budget justifications and 'supporting material;

. attending outside professional and techniCal conferences as well

as in-office staff meetings and conferences dealing with overall

operating problems, etc, (Time spent et meetings and conferences,

within or outside the ageneY, related to A specific functional

sres should be charged tO the appropriate functional activity

code,)

PubliSh SESA Employee Protection Services

. Accept Employee Complsints

, Resolve SESA Service Complainte

. Refer Employee Complaints to Appropriate Agency

. Follow-Up Resolution of Complaints

, Accept Employer Complaints Concerning SESA Services

. Review Emp1oyer Complaints



APPENDIX Ci REATIONSNIP OF 3URDETAIL9 RAND CODES

TO SUBACTIVITIES CODES

(ALTFRNAT1VE IV AND WERNATIVE VII

PROPOSED MEWL ROD CODER (ALTERNATIVE IV)

(6101) tiallagement andlupervision (Local) (continued)

- preparing and verifying data for local office activity roorti

dtid other narrative and statistical operating reports;

- office services (switchboard operation, flail service, etc,),

(6201) Staff Technical Service-Farm (Local)
_

Include time gra on the following activities;

publkizing andl'r exPI3iling requirements Of the Farm Labor

Conttactur Registration Act (PURA) at the State level;

- receiving and transmittiog applications for ragiettatiOn

ondor the Act;

meiving aod transmitting cotaplaiats made against registered

farm labor contractors.

(6202) Staff_Technical SetVice.0 her (Local)

Includes all time of manageme
, and program staff (speh 40

management analysts; phicement technicians; youth, older workers,

and Minority group speClalists, ett.)10 developing and organiz-

ing materials, performing funeti0Oal supervision, monitoring

contracts, conducting evaluations, attending confereatta or pro-

viding technical assistance to local or central office Employment

Service staff or the public In matters affecting their particular

area of work,

PROPOSED SDBACTIvITES (ALTERNATIVE VI)

, initial SESA/Farm Labor Contractor
(PLC) information Exchange

Issue Form to FLC for Registration

, Transmit Registration Form to Employment Standards

Administration (ESA)

Write FLC Job Order

Review Ja Orders tot V8g8 LOvell Working Conditions, Housing

Standards Compliance

, Verify Compliance With Random OpSite Visits



APPENDIX C, RELATIONSHIP OF SUBDETAILED RAND CODES

TO SUBACTIUTIES CODES

(ALTERNATIVE IV AND ALTERNATIVE VI)

PROPOSED SUBDETAIl BAND CO E (AlTsRNATIVE Iv)

(6301) Cre Dave1opent and Ttain15 (Local)

Includes all time spent away from regular job assignment for

oublervice and in-service staff training for career deVeloPment.

Includes the time of the training as well as the trainee for

both central office and 1041 office Employment Service

employees,

Exceptions:

- time spent for training on-the-job in the actual work situation

should be charged to the appropriate activity code in which

the work and training are being performed;

- time of the trainer conducting training outside the agency to

other governmental, social and community agency personnel should

be charged to Code 5541, Community Services, Clhere such traineel

are included as part of the regular nrhedde of training given

to State ES employees, the tine of the trainer is eharged to

this Code (6301, Career Development and Training),

(6111) NaharlatitdlikorvIsion (Central)

All time which can be related directly tO the adminiStratiOn and

supervision of the State manpower programs ahOtild be reported

under this cude. Time requested under this code primarily Involves

but is not necessarily limited to the performance of the following

functions:

- tine of the Employment Service Director and his 4001stants, and

all line personnel in the central or district offices engaged

in managing and supervising employment, training, and related

manpower operations. Time spent in direct supervision of

operating functions should be charged to the function being

supervised, i,e,, working supervisor of a central Job Bault

placement unit should charge to activity code 5313, Job Rank,

PROPOSED SOBACTIVITES (ALTERNATIVE VI)



APPENDIX C, RELATIONSNIP OF RETAILED
BAND CODES

TO SUDACTIVITIEi CODES

(ALTERNATIVE IV AND A',TEMATIvE

PttorosD SUBOthIL BAND CODES (ALTERNATIVE IV)

PRONSED RDACTIVITE3
(ALTpATIVE VI)

_

(6111)
1131_2-'arLIE-3.21111211112,11 (Central) (continued)

planning, directing, and controlling state end lotal office
opernins;

- developing, implementing, and monitoring
plans of service;

- atttnding outside professional and
techni al conferences as well

as in-office staff meetings
and conferences dealing uith nVeral/

operating problems, policies,
procedures, personnel problems, etc,

(Time spent at meetings
and conferences vithit or outside the

vncy, related to a specifio
functional area should be charged

to the appropriate fuattl,
Activity code,);

. preparing and verifying data
for local office activity reports

and other narrative and
statistical operating reports;

- office services (switchbowl
operation, nail service, ett,).

(6211) Staff Technical Service - Farm (Central)

Include time spent on the following activities;

.. publicizing andlor explaining
reloirementn of the Farm Labor

Contractor Registration Att (FLCRA) at the State level;

receiving.and transmitting
applications for registration

Under tht Act;

. receiving and transmitting complaints
made against registered

farm labor contractors,



APPENDIX C. RELAIIONSHIP_OF SUBDETA1LED BAND CODES

TO SUBACTIVITIES CODE

(ALTERNATIVE IV AND ALTERNATIVE VI)

PROPOSED SUBDETAIL BAND CODES ALTERNATIVE IV)_

(6212) Staff Technical Serviee . Other (Central)

Includes all time of management and program staff at the State and

arca level (such as management analysts; placement technicians;

youth, older woaer, and minority group apecialiate, etc.) in de-

veloping and organizing materials, performing functional supervision

monitoring contracto, conducting evaluations; attending conferences

or providing technical assistance ,to local or central office

Employment Service staff or the public In matters affecting their

particular area of work.

(6311) Cdreer Devq2E1212aLEEL1t (Central)

Includes all time spent away from regular job asoignments for out-

service and in-service staff twining for career development or

on temporary detail outside the agency. Includes the time of the

trainer as well as the trainee for both central office and local

office Emplovoent Service employees,

Exceptions:

- time spent for training orothe-job in the actual work gitution

should be charged to the appropriate activity code in which the

work and training are being performed;

. time of the trainer conducting tralning outside the agency to

other governmental, social, and community agency personnel

should be charged to Code 5541, Community Services. Where ouch

trainees are included es part of the regular scbedole of training

given to the State ES employees, the time of the trainer is charged

to this Code (6311, Career Development and Training),

PROPOSED_SUBACTIvITES ALTERNATIVE



APPENDIX D. CROSSWALNAF ACTIVITIES AND SUBACTIVITIES

TO THE RUDE:TAIL BIND CODES

(ALTERNATIVES IV, V AND VI)

PROPO ED ALIVITIEs AND_RusAcTiviyIRR

AffilCANT fROCESS ACTIVITIES

Outreach Activitie

Promotion, e.g., job fairs

. Advertising

, Mandatory Referral Arrangetent, e.g.1 UI, Nel_ars

Food Stamps

. Cooperative Agreement Development (Voluntary

e,g:, vocation Rehabilitation,

Community Croups)

, Personal Contact or Individual/Staff Outreach

Intake Activities

, initial Applicant/SESA Information Exchange

Ninority Applicant/USA Apprenticeship information

Exchange

. Referral to Non.SESA

JIS rtovisloft

. scheduling for Interview

Diagnostic Assessment Activities

. Applicant/MA Information Exchange

, Job bank/File Input

Nanual

- Automated

Testing

- Aptitude

- Interest

- Achievement

Referral to Non-SESA

, Client/5E5A Service Plan Development

. Service Scheduling

SORDETAIL

BAND CODES PROPOSED ACT1 VITIES AND SUBACTIVITIES CUM

1. APPLICANT PROCESS KTIVITY OUTPUTS

Outreach Activity Out uts

5111 . Applicant/Awareness ofgSA Service Availability

5111 Applicant/SESA Office Contact

Applicant/SESA Scheduled Interview

5114 . Cooperation Agreetent

5114

5111

---VAL-itYALOLItsintal

5112 Applicant Awareness of Smite Need

Applicant Awarenesa of Apprenticeship Program

5112 Applicant Scheduled Interview

5113 Applicant Awareness of Job Market Openings

5112 Non-SESA Service Provision (By Referral

5112

DiaannsticAssesstent

5113 , Applicant Case Pile

5313 , Test Result

NOOESA Senfice (0y Referral ) Provision

, Labor Supply Information Records

5131 Applicant Aptitude/Interest Profile

. Applicant Awareness of Job Qualifications and Potential

. Applicant Awareness of Employment Development Service Needs

. Employability Development Service Plan/Schedule

5114 . Job Match Plan/Schedele

5142 . Work Test Certification for DI

5121 Work Test Certification for Welfare

. Work Test Certification for Food Stamps

SUBDETAIL

BAND_CODES

5111,5114

511115114

5111,5114

511115114

51/2

5111.

5112

5112

5113

5113

5131

5114

5113

5131

5131

5142

5142

5142

5113

5113

5113



APPEMbiX D. CROSSWALK Of ACTIVITIES AND SUIACTIVITIE5

TO TRE.SCEDETAIL_BANICODES

(ALTERNATIVES IV, V AND VI)

SMETAIL
PROPOSED ACTIVITIES .AND MAC IVITIES

Fit) OBER

1. AMA PROCESS ACTIVITIES

PROPOSED ACTIVITIES AND SDRACTIMITIES OUPDTS

1 APPLICANT
PROCESS ACTIVirf OUTPUTS

SUBOETA1L

EAND COES
em,s7=,4,1bas.

, Supportive Serviees Reeource Development

5212
Training Opportunity Developmeet

5212

koybi !n1m1114111A

SEWSupportive Service
Agency Treatmeer

4 SESA/Traiaing Agency Agreement

it°212111tYEllagS-Jatlii_"8.

5212

5211

Vocetioeel Problem Counseling
5121

Arreogemeet for Sepportive Service
5211

.,Oecupatietial Choice Counseling
5121

Arrengement for Treining

5211

. Croup Couesellog

5143
lefttrel to Supportive Service

5211

. Orientation

5143
Referral for Treining

, 5211

Caseloed Coofereace Client/SOU
5141

, Informed Job Ready Individual

5121, 5143,5141

Caseload Conference - Stuff Otly
5141

Job Match Plan
(Oetupational Coal)

5121,5143,5141

Arrangement for Apprenticeehip

5211
Appreeticeship Referral

5211

Arraegemeet for Supportive Services
5211

Refertal to Apprenticeahip
Referral

5211

Arrangeleat for Treinieg

5211
Tollov-Dp Report

5211

Aesiet Minority Applicants to Enter
Apprentieethip Progrems 5211

2. EITLOYER PROCESS ACTIVITIES

5211

MOYER PROCESS

2.
EMPLOYER PROCESS ACTIVITY OUTPUTS

E.-lo

kivertising
5511

. Employer Amuse of SESA Service
Availebil ty

5511

Promotioft - Non-Staff,
ce,,, Mass Mailing

5511
Employet Inquiry

5511
, Promotion - Staff Contectl eg., Ch

et of Colmerce

Employer Job Order

5511

Associatioes

5511
. Cooperative Artaagement Developeett.

e,g,, CETA
5511

Volmetary order
Solicitatioa Activitiee

Employer 00-Site Visits

5511
Employer Avereneee of SEA Service Avellahility

5511

?one Solicitation

5511
Employer Inquiry

5511

Mall Solieitation

5511
Etployet Job Order

5511



PROPOSED ACTIVITIES AR SURACTIVITIES
_

APPENDIX P. CROSSWALK OF ACTIVITIES AND SUBACTIV1TIES

TO THE SUDDETAIL BAP ppp

(ALTERNATIVES IV, V AND VI)

SRBOETAIL

BAND CODES PROPOSED ACTIVITIES AND SURACTIVITIES UNITS
.

SUBDETA1L

BAND CODES

2, EMPLOYER PROCESS ACTIVITIES

Mandatory Listlig_Aetivities

2. PMPLOYER SERVICE ACTIVITY OUTPUTS

Mika L

Mandatory Listing Compliance Inveatigatien 5511 , Listing Compliance (Legillequirementlatiafaction) 5511

Recoipt and Review of Employer Liats 5511 , Employer =mai of.SESA'Service-Availebility 5511

, Receipt and Analyais of Employer Reports 5511 Employer Inquity, 5511

. Employer On-Site SolicitationlEnforcement 5511 . Employer Joh Drdei
5511

, Phone Solieitition/Enforcement
5511

. Mail Soliciation/Enfoccement

hb Creation Activities

5511

Jeb_Creation ActiviLyflotpota

, Employer Contact 5521 . Restructured Job Content 5521

. Job Inottecturing 5521 . Modified Job Entrance Requireoents 5521

. Job Requirement Modification 5521 , Altered Job Beitefits and Conditions 5521

. Altering Job Benefits and Coaditiona 5521 . Subsidized Job - OJT, fSE, WTRU Expetience 5521

Subidired Job Development, e.g., OJT, Pgg, WE 5521 . Job With T2X Credit 5521

Thancial Incentive Job Development, e.g Tax Credit 5521 . Employer Awareness of SESA Service Availability 5521

* Employer Inquiry 5521

. Employer Job Order 5521

Puma Labooltyer_Activities Faro

. Initial SESA/Farm Labor Contractor (TLC) Information Fit Awareness of Registration Requirements 6201

Exchange 6201 FLC Registrant Accepted 6201

. form to PIC for Registration 6201 0 TLC Regietered with ESA 6201

Transmit Registration Foto to Employment Standards fLC Job Orders 6201

AdmIniattatioo (ESA) 6201

, Writ, P1,C Job Order .,

Available Job identification Activities

620/

Available lob Identification Out utu

, Review of Classified Ad$, Ttade Jourtale, CBC , USA harem of Job AvaIlability 55/1
Announcements, etc. 5521

Agency A ociatlQr., etc*1 Contact 5521



PROPOSED IV 115 ANO
SUBACTIVITIES

'JOB MATCHING PROCESS
ACTIVITIES

iLj
. Client file Search

Jeb. File Search

. Match Selection

. Client Call-14

Selectionitterview

Clearance for Job Referral

:Job Interview Schedding

. Referral to Job Open

went 4oh latervIew
Support Visit

Vir.iaen Poliv-U-- Activities

Job Placement
Verif1cation/fo11ow-4

loployer/Applicant Support

1. LMOR Maw
Itif0111ATIO14 ACTIVITY

MEMOIR D. CROSSWALK Of ACTIVITIES AND
SUBACTIVITIES

TO THE StBDETAIL
!AND CODES

(ALTERNATIVES IV- V ARO VI)

SUBBETA1L

BAND.CODES
PROPOSED A71VITIE5 AND SDRACTI

'TIES OHMS
RETAIL

BAND CODES

3, JOB MATCHING
ACTIVITY OUTF1125

3-132atottn
5312

Client/Jbb(e) Match List

5312
5312

Job/Client(e) Match List

5311
5312

. Match

5311
5311

Schedule of Plecement
Interview

5312
5312

Order Referral
for Clearance

5312
5312

InterView Scheduled

5111
5311

Referral to Job Openings

5312
5312

Accompanied Clieat1SESA Job eterVieWa

5312
5312

Interview

5312, Job Placement

5312. Job Verification Form (Verified
Job)

5311Retoiatd 3o4

yerifingion Faixn

312
Job Verification

Form (Verified Job)5312
,, Retained Job

NON.= SPECIFIC LABOR MAW
EXCEANCE RUCTIONS

Develop ad Disseminate
Labor Market Infortation

fort
- Applicants/Public

imployerallndustry

- Other Agencies

Provide OR Request
Special Labor

Market Information
5611

1. LABOR MARKET
1STORMATION OUTPUTS

5611
, Labor Market Information

Reports

. Job laforIation System

Special Labor Market
Reporte

2, mag LABOR WAGE SURVEY ACTIVITIES

Conduct Agricultural
144 Sumy by Crop

, Convey Wage Levels to
Applicants

Publish Finding
45 Wage Standard by Crop

2, FARM LABOR WAGE SUIVE1 ACTIVITY OUTPUTS

5611
SESA AVUOgis of Wage Levels by Crop5611

. Applicata, Awareness of Wage
Levele by Crop

5611
. fern Labor Wage Standards

by Crop Report

5312

5312

5611

5611

5611

5611

5611

5611



APPENDIX D. CROSSWALK OF ACTIVITIES AND SUBACTIVITIES

TO ThE SUBDETAIL BAND CODES

(ALTERNATIVES IV, V AE) VI)

PROPO ED ACTIVITIES AND SOACTIVITIES

SUBDETA1L

BAND COpES PROPOSED ACTIVITIE AND SLIBACTIVITIESOUIIJTS

SUBDETAIL

BAND CODES

6101

6101

6101

6101

6101

6101

EMPLOYEE (APPLICANT) PROTECTION ACTIVITIES

. Publish SESA Employee Protection Services

, Accept Employee Complaints

Resolve SESA Service Complainta

, Refer Employee Complaints to Appropriate Agency

Follow-Up Resolution of Compleinta

6101

6101

6101

6101

6101

MPLOYEE (APPLICANT) PROTECTION glum OUTPUTS

, Employer/Employee (Applicant) Awareness of SESA Employee

Protection Servitt

, Filed Employee Complaint

, Improved SESA Serviee

Resolvedimployee Complaint

Corretted"wrong"

- No "wrong"

, Reported Complaint

, SESA sure of Complaint Resolution

7 MN LABOR (APPLICANT) PROTECTION ACTIVITIES 2, MN LABOR (APPLICANT) PROTECTION ACTIVITY OUTPUTS

, Review Joh Orders for Wage Level. Working Conditions, . Job Order it Compliance 6201

Housing Standards Compliance 6201 SESA Awareness of Compliance/Non-Compliance 6201

, Verify Compliance with Random 01-Site Vialte 6201 . Reported Non-Compliance 6201'

3. FORE1CN TRADE ACTIVITIES (APPLICkET) 3, FOREIGN TitiDE ACT OUTPUTS

. Collect Data on ILO on Firma/Unions Adversely Affected , SESA/ILAB Awareness of Firms/Unions Adversely Affected by

Trade Act 5611 Trade Act 5611

Determine Applicant Ell ibility for Job Search/Relocation . Applicant/Awareness of Allowance Eli-ibility 5611

Allowances 5611 Applicant/OI Referral 5611

. Screen Applicants 5611

Refer Applicants to Ul 5611

. MOYER CONPLAINT ACTIVITIES 6, Daum COMpLAINT ACTIVITY mums

Accept Employer Complaints Concerning SESA Services 6101 , riled Employer Complaint 6101

golow Employer Complainta 6101 resolved Employer Complaint 6101

2L3

'

,



ef

1

PROPO ED ACTIVITIES AND SUBACTIV1TIE5

2, EMPLOYER PROSSACTIVITIES

4

APPENDIX D. pponx Of KTRITIEs AND SVBACTIVITIES

TO=TUE S5-DETAILIAMD CODES

(ALTERNATIVES IV, V AND VI)

Client-S ecific Job Order Solicitation
Acti7ities

. Employer On-Site ViSiti

Phoo4 SolicitAtiO0

Order Tskinoctivities

'. Central Order Taking

Solicitation Order Taking

, Job Sank Input

H44041

- Automated

4p121Elystg5a1 Assistance Activities

. Work Force Selection Assistatee

. Work force Development Assistance,

. Work Force Utilization Assistance

,, Work Force Stabilization Assistance

, Hiring Policy Assistance

Job Specification Assistance

. Functional Job Analysis Assistance

. Identifying Training and Testing Needs

. EEO Compliance Information Provision

. Affirmative Action Plan Development

SUDDETAIL

BAND COOTS PROPOSED ACT! VTTIES MI SUBACTIV1TIES Mrs

2,. EMPLOYER PROCESS ACTIVITY OUPPUTS

Client-5 ecific JobIrderiolicitation
Out uts

5112
SBA Awareness of Job Availability

5312 . Employer Inquiry

, Emplopt Job Otdet

Order Tak15 WNW Outeuts

5311 Recorded Order

5111 JOb Sank Otdet List

5313 . Job Bank Output

- List Printout

- List Diottibution

4pleyer Teehnical

5521 . Job Orders

5521
, Employer Awareness of SESA Service Avsilability

5521 Improved Manpower Resource Utilisation,

5521 - Restructured Job Content

5521
- Modified Job Entrance Requirements

5521 - Altered Job Benefits and Conditions

5521 - Subsidized Job

5521 - Job Virh To, Credit

5521
'Employer AV3t0000 of SESA Service AVailability

5521 - Employer Inquiry

- Employer Job Order

. heisted AA Plan Development

. EEO Compliance

SUBDETAIL

COM

5312

5?12

5312

5311

5311

5313

5521

5521

5521

5521



APPENDIX D. CROSSWALK OF_ACTIVITIES AND SVBACTIVITIES

TO Tr. SURDETAIL RAND coDES

(ALINNATIVES (V, V AND VI)

PROPOsFD ACTIVITIES Aq SURTTIVITIFS,

METAL

DANn COES

5531

5531

5331

5531

PROPOSED ACTIVITIES AND SURACTIVITIES OUPUTS

=TAIL
WU CMS

5531

5531

5;11

5531

5% IMMIGRATION/ALIEN CERTIFICATION ACTIVITIES (AGENCY)

, Receive Requests for Information Requested on Occupations

Sought to be Filled by Immigrants

, Conduct Survey of Domestic Work Availability

tetermine potential Domestic Worker Adverse Effect

, certify Alien Application

5. MU:RATION/ALIEN cERTIFICATION ACTIVITY OUTPUTS

SESA Awareness of immigrants Occupational Demand

SESA/Immigrntion Awareness of Domestic Worker Availlbility

, SENA/Immigration Awareness of Affect of Immigrht Hite

4 Cert 1 f I cat ion /Re 1 Paton

6, LEARNER CERTIFICATION ACTIVITIES (AGENCY) 6, LEARNER CERTIFICATION ACTIVITY OUTPUTS

, Collect Data for ISA on Experience Worker Availability . ESA Awareness of Experienced Worker Availability 5611

for Nupation and loduAry 5611 . ESA Awareness of Learner Supply 56;I

, Determine "Learner" Availability 5611

hpply Certification Information to ESA 5611

7. DEFE4 M.AIIPOWIR POLICY ISSUANCE 14 ACTIVIiIES (ACENCY) 7. DEFENSE MANPOWER POLICY ISSUANCE 14 ACTIVITY OU1PUTS

fOcnrlfy nigh Unemployment Arm Under 14 5511 SESA Awareness of High Unmployment Areas Under DMP #4 5511

Fuulla List of DU 114 Eligibility Areas 5511 . DM? 14 Eligible Arca Publication 5511

. Initial ESIORP 04 Emp1oy1r Contact 5511 DV 04 Employer Awareness of Preference Certification

- Mail Cuutact Requirements 5511

- Personal Contact , Accepted/Rejected Preference Application 5511

Review Preference Application 5511 . DT 04 Employer Preference Certification 5511

Issue Preference Certificate 5511 ESA AVaPneol of DMP 14 Employer Compliance/Nun-Compliance 5511

Notify Defense Contract Agency of Non-Compliance 5511 . Violations Reported



APFENDLX E

LISTING OF BASIC ESARS DATA ITEMS

Items are listed in the_order in
which they appear in the manual.
Items are not repeated when the
item appears tWide.

This listing of data items makes
up the universe of ESARS data
available to the PMS.



FORM ES 511 - APPLICATION CARD

FORM ES 511C - APPLICATION CORRECTION CARD

The application card is completed for all
new applicants, including partial applica-
tion. The form is designed for partial
self-completion by the applicant.

The 51lC is used to provide data omIttedi
correct erroneous data, update certain
characteristics and record some changes of
status. No new items appear on this form.



1.

DATA ITEMS
DESCRIPTIONFORM ES 511 APPLICATION CARD

Social Security Number

*2. Applicant Type - New Applicant

- Previously Partial Applicant

- Renewal

3. Summer Youth Yes/No

*6. Name Last, First. MI

*7. Address Number, Name

B. Telephone Number Number

*9. Sex Male/Female

*10. Birth Date Month/Year

111 Military Se 'ce Month/Year Entered

Month/Year Released

121 Citizenship Status U.S. Citizen/No

13. Number in Family Number

14. Family Income Annual, Dollars

15. Earned Farm Farm, Non Farm

16. Applicant Has Tools

Auto

Driver's License

Chauffer's License

17. Willing to Relocate Yes/No

18. Union Membership Name/Number

*19. Highest Grade Completed Grade

20. Special Schooling Name

Course

Length

Date Ended

Degree

*Filled out on Partial Applicants



FORM
DATA TTEMS

DESCRIPTIONES 511 APPLICATION CARD

21.

22.

23.

Occupational Title

Months Experience

Occupational Code

Primary/Secondary (3)

Number of Months (bv DOT code)

4,5,6 or 9 digits

*24. County Code/Rural or Urban

*25. Ethnic Group White

Black

American Indian

Other

*26. Spanish American Yes/No

27. Handicapped No

Physically

Mentally Retarded

Mentally Restored

28. Acceptable Occupational Pay Dollars, Corresponding to Occ. Title

29. vat ran No

Recently Separated

Vietnam By
Disability

Other

30. Other Veterans As noted

31. Economically Disadvantaged Yes/No

32. Welfare No

Mandatory WIN

Voluntary WIN

Non WIN

Other

33. Food Stamps Yes/No

34, Seasonal/Migrant Worker Yes/No

. No

Farm Worker

Migrant Farm Worker

Migrant Food Processor

*Filled out on Partial Applicants



DATA ITEMS
FORM ES 511 APPLICATION CARD DESCRIPTION

Month/Date/Year35. Registration Date

*36. Employment Status Part Time

Full Time

Not Working

Job Attachment

*37. Claimant No

UI, UCFE, UCX

38. CETA

SUA, FSB, UCX, UCFE,

No

ES Prime

ES Subcontractor for Employment

ES Subcontractor not for Employment

No Contractual Agreement

39. Local Office Identity

40. Station Desk Interviewer Identification

Previous Job Data -

*Filled

Employer Name

Employer Address

Type of Business

Duration of Employment

Ending Date

Pay

Reason for Leaving

Job Title

Dli P tial Applicants



ES 508 - APPLICANT/JOB ORDER TRANSACTION

The job order transaction is used to report all referral and placement

data (including mass placements). It is also used:

;1) to repo _ the following transactions:

- job development contacts

- referral to supportive services

- counseling

- testing

- applicants in training

- negative responses --d results for food stamp applicants;

record status changes:

- renewal

- inactive

- suspense.;

to report changes and corrections;

(4) to report local office contacts, including recontacts; and

(5) to delete inactivations.



DATA ITEMS
FORM ES 508 APPLICANT/JQB_ORDER

TRANSACTION CARD

1. Date

2. Local Office

3. Station/Desk

6. Transaction Code

7. Job Order Number

8. Occupational Code

9. Appointment/Correction Date

10. Clearance

11. Results

12. Referred From

13. Social Security Number

14. Applicant's N

18. Mass Transactions

16. Status

17. Job Development Contacts

18. Referred to Supportive Service

19. Counseling

20. Testing

21. In Training

22 Food Stamp Applicant

DESCRIPTION

Current Date

4 Digit Code

Staff Member ID

Add or Delete Activ

Referral Number

6 Digit Code

Date of Action

Inter/Intrastate

Interview Outcome

Source of Job

9 Digits

Surname Plus

Code

Renew, Inactive, Suspense

Number

VIC Rehab, Other CETA

Individual, Group, Position

SATB, GATB, NATB

Proficiency BOLT, Other

CETA, Job Corps, Other

Yes/No



JOB ORDER FORM

ES-514

Designed-to record job order information.
Completed by the appropriate staff member.
Should include both agricultural and non-
agricultural jobs.

ES-514C JOB ORDER CORRECTION is used to
correct or add data. This form has no
new data items.



DATA rrEms
FORM ES 514 - JOB ORDER CARD

1. Job Order Number
2. Occupational Code
5. Employer
6. Employer's Address
7. City
8. State
9. Zip Code
10. County
14. Occupational Job Title
15. Whom to See
16. Telephone Number
17. Order Taker
18. Order Time
23. Order Date
24. Local Office
25. Station/Desk
26. Category
27. Clearance
28. SIC Code
29. Ownership

30. Delay Verification
31. Orenings
32. Number to Refer
33. Duration
34. Pay
35. Unit
36. Hours Worked
37. Experience
38. Education
39. Minimum Age
40. Test By
41. Physical Demands
42. Working Conditions
44. Job Summary

DESCRIPTION

Local Office Number
9 Digit Code
Name
Number, Name
Name
Name _(abbr.)
5 faigits

3 Digit Code
Title
Name
7 Digit
Name or Initial
Hour/Minute
Month/Day/Year
4 Digit Number
Name
Type of Opening
Interstate/Intrastate
4 Digit Code
Federal, State, Local, International,
Private Sector
Days
3 Digit
3 Digit, Referrals
Days, Specified Range
Minimums specified
Hour, Day, etc.
Number
Minimum Months Required
Minimum Years Required
Years
Employer, ES, Other
Various
Describe, Ranges Given
Other Information



APPENDIX F

PILOT STUDY DESIGN

This appendix contains the forms and
details the procedures used to collect
the FAS data on-site. This design has
incorporated refinements from the on-
site datacollected in Georgia. It was
used at two locations in New Jersey.



STUDY DESIGN

The study design utilizes a combination of work measurement techniques

in order to both identify the distribution of time between a variety of

activities and to identify the specific increments of time spent to

process applicants. The distribution of time is required in order to

determine the output/input ratios of significant SESA activities. The

incremental times are required in order to relate services provided to

the value added to the client receiving those services. This latter

data can serve as a basis for developing predictions of value added to

clients as a function of the services provided and the client profile.

The study design utilizes essentially three separate work measurement

techniques which in combination provide a comprehensive description of

the agency-activities. The time ladder technique is widely utilized as

a basis of ascertaining the distribution of time to various activities.

The job ticket technique is utilized to teach time expended on specific

items or individuals as they flow through a system. The work sampling

technique is utilized to identify gaps or services which might not be

related to a specific item or individual but must be accounted for

never the less.

In establishing the study design for the SESA it is necessary to categorize

the major activities in order to better understand the role of the vaious

work measurement techniques. We have sequenced the services provided

into four ma or process groups. They are:

Applicant Process

Employer Process

Job Matching Process

Other

Within each of these groups are a variety of activities. A specific

measurement technique is utilized dependent upon the nature_of the

activities. Exhibit 1 on the following page displays the measUrement

techniques to be utilized for each activity;

2z8



In the data collection process the employees of local office must be

segmented much as described in the exhibit. Employees who deal pri-

marily with applicants will be required to utilize job tickets to identify

the time expended to provide various services. Employees who primarily

take job orders and who interact with the employers primarily by mail or

telephone will be required to utilize time ladders. Employees who have

personal contact with employers primarily in providing technical assis-

tance will also use job tickets. Some might be required to utilize

both.

The entire office will be included in the work sampling study, however,

this is an independent effort and will require litth Y aPv assistance

on their part.

The work measurement study requires a detailed structuri g of SESA

activities. The structure established is similar to the functional

activity codes of the time distribution system but is in much greater

detail. In total 34 major activity codes are utilized. Several

additional codes are used to identify support and other activities.

The significant codes and the definitions are shown in Exhibit 2. A

detailed definitional structure corresponding to these codes is given

to each employee for reference during the measurement period.

The utilization of job tickets is quite simple. At some centralized

point, normally the reception desk a job ticket, shown in Exhibit

is attached to each'applicant record card. Then as services are

provided in support of that applicant the appropriate time is recorded.

The significant factors to be kept in mind are first that it is not

a measurement of the applicants time to receive services but a measure-

ment of the time spent to provide services. Thus, if self filing is used,

the'receptionist would only record the time spent in explaining what was

required and reviewing the results. Also where more than one applicant

is processed simultaneously, i.e., group counseling, the total number of

individuals processed should be annotated.



APPLICANT

PROCESS

OUTREACH

MISC. INTAKE

GROUP ORIENTATION

OTHER ACTIVITIES

RECEPTION

INTERVIEWING

COUNSELING

TESTING

CASE CONFERENCES

EMPLOYABILITY

PLANS

SELECTION FOR

TRAINING

:

JOB MATCH

PROCESS

EMPLOYER FILE

SEARCH

OTHER ACTIVITIES

JOB VERIFICATION

APPLICANT FILE

SEARCH

SELECTION INTER-

VIEW

JOB REFERRAL

EMPLOYER

PROCESS

OUTREACH

JOB ORDER

JOB SOLICITATION

MANDATORY

CREATION

IDENTIFICATION

OTHER

APPLICANT JOB

CODE

TEChNICAL

ASSISTANCE

Exhibit 1, Study pesign Oyerview

MISCELLANEOUS

PROCESS

COMPLAINTS -

EMPLOYER

FARM LABOR

FTA

IMMIGRATION

LEARNER

CERTIFICATIONS

DMP #4

LMI

COMPLAINTS -

APPLICANT

231
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ES PRODUCTIVITY STUDY - NEW JERSEY

E3thibit 2. Activip/ Codes

AO - Outreach 21 - Travel Time

AR - Registration 22 - Supervision
AI - Interviewing 23 - Staff Meetings
AM - Miscellaneous Intake 24 - Routine Reports
AC - Counseling 26 - Training and Self Development
AT - Testing 27 - Assistance to Other Agencies
CC - Case Conferences
AE - Employability Plans 31 - Personal Time
AG - Group Orientation 32 - Delay or Stand-by Time

- Selection for Training 33 - Lunch
- Other Applicant Activities

41 - Non-ES Work
JA - Applicant Related File Search 42 - Study Time
JE - Employer Related File Search
JS - Selection Interviewing
JC - Job Referral
JV - Job Verification

- Other Job Matching Activities

EO Employer Outreach
EJ - Employer Job Order
ES - Employer Job Solicitation
EA - Applicant Related Job Solicita ion
EM - Mandatory Job Solicitation
EC - Creation of Job Opportunity
EI - Identification of Available Jobs

ET - Employer Technical Assistance
- Other Employer Activities

CA - Complaints - Applicants
CE - Complaints - Employer
FL - Farm Labor
FTA - Foreign Trade Act
IC - Immigration/Alien Certification
LCA - Learner Certification
DMP - DMP #4
LMI - Labor Market Information
CS - Community Services
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APPLICANT PROCESS

AO Outreach Activities

- spent outside local offices, including initial contact and
follow-up; to reach and bring into local offices individuals
who do not come on their own initiative but who require
assistance to become employable.

Reql.stration Activities

- spent receiving individuals who come into local offices,
making preliminary judgements as to the services needed,
and arranging for and scheduling services within the
offices.

AI Interviewing

spent in initial or subsequent interviewing of registered,
partially registered and non-registered persons to determine
their needs for employment services, including completing
new or updating former applications and related forms, and
referring applicants to appropriate organizational units
and/or other agencies for necessary services, (does not
include selection interviewing related to employment which
is Selection Interviewing).

AM MisceUaneous. Intake Activities

- spent on miscellaneous activities related to Intake, such
as answering telephone calls, referring to other agencies
persons who are not seeking employment services, giving
out horchures, and other printed materials, and performing
other work that involves incidental contacts with the
public.

AC General Counseling Activities

- includes all time spent in counseling individuals or groups,
and such related activities - recording interviews, re-
viewing and analyzing information on counseling cases,
arranging for and referring to supportive services, which
includes coaching, that are necessary to assure implementation
of the employability development plan and following activities
to determine the progress made by counselees in achieving
their planned objectives.



AT
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Testing

- includes all time spent in scheduling, administering, monitoring
and scoring tests or work sample exercises, preparing-reports
of test results for unit activity, and maintaining related files.
Also includes time spent advising ES staff as well as employers
on tests, testing techniques and related matters. (includes
all time spent in interpreting test results.

CC Case Conference Meetings

- includes all time spent on case conference meetings (with OT
without the client being present).

AE Develop Employability Plans

- includes all time spent in developing employability plans
(except counseling per se, between the counselor and the client

AG Groqp Orientation

- includes all time spent in orientation which is designed
generally to provide understanding of those attributes, other
then job skills, required to get and hold a job and is
nbrmally conducted with groups and covers such matters as per-
sonal appearance and health, preparation of job application and
related forms, job hunting techniques, wages and taxes, and
similar matters of employment related concern. Also includes
time spent in group interviewing for the purpose of helping job
ready applicants and such special groups as candidates for the
summer youth program, to relate their skills to the job market.

AS Selection, Referral and Folio u for Traini

- includes all time spent (except on assessment) in relating
applicant needs, characteristics, and circumstances, in the
selection and referral to a specific training opportunity. ,

Includes time devoted to development of satisfactory relation-
ships with training facilities and follow-up actions including
coaching to assure satisfactory adjustment or progress in
training.

A Other Applicant Activities.

-----= includes time spent in support of the applicant processes in-
cluding filing registration cards, here the time cannot be
charged directly. For example filing cards pulled in support
of counseling and testing should be charged to A, however,
filing new registrations should be charged directly to AR.

4
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JOB MATC1IING_PROCESS

JA Applicant Related File Search

- includes all time spent in searching existing job orders to
identify potential job opportunities for an applicant.

JE Employer Related File Search

- includes all time spent in searching applicant files to
identify potential applicants to fill a job order.

JS Selection Interviewing

- includes all time spent to determine if an applicant is
qualified for referral to a specific job opportunity. This
determination might be required because of jobs identified
by the JIS manual or computerized matchings or other sources.
Includes time to call in applicants when necessary.

JC Job Referral

- includes all time spent in clearing an applicant for referral,
scheduling the job interview and making the referral itself.

JV Verification

- includes all time spent in follow-up activities to establish
that a valid job placement has resulted and that the employer
is satisfied.

Other Job Matchint Activities

- includes Ell time spent in support of the job matching process
that cannot be identified to a specific code.
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EMPLOYER PROCESS

EO Employer Outreach

includes time spent in developing and maintaining contacts
th employers, including employer and union organizations.

This includes personal, telephone, or mail contacts of a
general promotional nature to develop job opportunities for
all applicant groups or to promote acceptance of or partici-
pation in special manpower programs.

EJ Employer Job Order

inclues time spent in taking and transmitting a job order
which resulted solely on a voluntary basis from the employer.

ES

- includes time spent in con acting an employer for the purpose
of solicitating a job order not related to an applicant.

EA Applicant Related Job Solicitation

- includes all time spent in contacting an employer to solicitate
a job order specifically for an applicant.

Mandatory Job Solicitation

- includes all time spent reviewing employer listings and reports,
contacting employers, taking and processing orders which may
result from contacts or otherwise in conjunction with mandatory
listing requirements.

EC Creation of Job_Opportunities

- includes all time spent in creation of job opportunities with an
employer such as job restructuring requirement modifications,
altering job benefits and conditions, setting up subsidized or
financial incentive job opportunities.

El Identification of Available Job Opportunity

- includes all time spent to review classified ads, trade journals,
CBC announcements on time spent contacting associations, etc.

ET Employer

- includes all time to 'ide technical assistance to an employer

including work force ilization, development utilization and

selection assistance. _iso inclues time spent assisting on

hiring policies, job s cifications, functional job analysis and
the identification of training and testing needs. Also includes

time for EEO compliance and affirmative action plan development.

2
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Other Employer Activities

- includes time spent in support of the employer not
classified elsewhere.



CA
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0 ER PROGRAMS

Complaints - Applicants

- includes all time taken to investigate and resolve applicant
complaints related to the SESA services.

CE Complaints_-_Employer

- includes all time taken to investigate and resolve employer
complaints related to SESA services.

FL

FTA

Farm Labor

- includes all time spend in support of Farm Labor programs.

Foreign Trade Act

- includes time to collect and analyze data required to identify
firms or unions adversely affected by Trade Acts. Includes
time to determine applicant eligibility and other required
services.

IC Immigration/Alien Certification Activities

- includes time to process requests for occupational information,
conduct surveys of worker availability, determine potential
affects and certify alien applications.

LCA Learner Certification Activity

- includes all time spent to collect da a for ESA on experienced
worker availability by occupation and industry. Includes time
to determine learner availability and to supply certification
information.

DMP Defense Manpower Policy Issuance #4 Activities

includes time to identify and publish lists of areas eligible
under DMP #4. Includes time to review preference applications,
give out certifications, screen hire reports and other activities.

LMI Labor Market Information

- includes time to develop LMI for the applicant, public and
employers, and to provide information by special request.

CS Communlly Services

- includes all time spent stimulating community actions, assisting
in industrial and deconomic development, establishing a continuing
and developmental working relationship with community action groups,
training other agency personnel, presenting information to groups,
participating in civic functions and dissemination of labor am.:
economic information.
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ACTIVI-__ CODE DEFINITIONS

Indirect Support

The following Indirect Support activity codes describe UI related admin-

istrative and training functions.

21 Travel Time

the time spent for travel to and from a point separated
from the home offices for the transaction of UI-related
activities. Also includes the checking out and return of
car to motor pool and preparation prior to the trip and put
away after trip.

22 Supervision

- planning, directing, instruction on the job and maintenance
of quality of operations. Includes preparation of personnel
performance and records.

23 Staff Meeting.

- group staff conferences for the general discussion of policies,
procedures, personnel or operating problems.

24 Routine Reports_

- preparation and verification of activity reports for adminis-
trative purposes on a routine ,dailY, weekly and/or monthly
basis. Includes preparing daily transmittals to Central
Office.

26 Training and Self-Development

- time spent in required review Of literature, journals, and
books for self-development and effective performance. Atten-
dance at formal meetings.for the explanation of new procedures,
law changes, etc.

27 Assistance to Other Agencies

- cooperation with other agencies such as giving explanations
on the phone regarding legal matters and all other activities.
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Personal and Delay

Charge your-time to a Personal or Delay activity code when you are not

engaged in work activity.

31 Personal Time

- scheduled or unscheduled periods of personal time, such as
coffee breaks, time away on personal business, etc.

32 Delay or Stand-by Time

- unscheduled periods of time when personnel are idle as a
result of waiting for assignments, instructions or work to
arrive.

33 Lunch

- scheduled period of time away from work when you normally
take your lunch hour. If you work during the usual lunch
time, do not use this code. Instead, charge your time to
the appropriate product or activity code.

Other

41 Non-ES Work

- time spent on non-ES activities.

42 Productivity Measurement Study Time

- significant amounts of time devoted to preparing time and/or
production count reports required for this Productivity
Measurement study.

NOTE: A trainee observing activities of a product code should charge
time to the product codes in the same manner as the individual
performing the product code.

240
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E.S. PRODUCTIVITY STUDY - NEW JERSEY

APPLICANT JOB TICKET

1. Applicant Name 3. Regr. Date / /

2. SSN 4. Control #

_

Code Start Finish Comments

1.

2.

3,
,

,

.

4.

S. ,

6.
. .

,

7.

8.

9.
0

10.

E.S. PRODUCTIVITY STUDY - NEW JERSEY

EMPLOYER JOB TICKET

1. Employer Name 3. Date / /

2. Employer Address 4. Control #

Code Start Finish Comments

1.

2.

3,

4,

5.
6,

7,

8

9.

10.

Exhibit 3. Job Tic



The completed job tickets can be picked up at the end of the measurement

period. To identify their location, however, it is necessary to maintain

a log of the job tickets shown in Exhibit 4. In this manner all job tickets

can be accounted for. Since all individuals processed generally go through

a central point, the receiptionist, it is unlikely that job tickets might

need to be initiated at another point for the applicant. However, if

this is the case, the ticket must be recorded on the central log book.

Job tickets utilized for employer services provided outside the agency

must be controlled-through a centralized point. Employees contacting

employers should initiate job tickets as required. Following completion

of the task the completed job tickets will be logged in the control

point.

Time ladders shown in EXhibit S are to be utilized by employees not

directly related' to the applicant process. Those using time ladders

will be required to account for all of their time expenditures through-

out the study period. In using the time ladder a horizonal line is

drawn starting from the beginning time for an activity across the "code"

column. When the task is completed a second line is drawn and the

appropriate code for the activity is written betWeen the two lines. It

is not necessary to draw separate lines for each item processed. Other

activities including personal time, ieaye, lunch and coffee breaks must

also be accounted for. Detailed instructions, shown in Exhibit 6, on

the use of time ladders are provided to the employees.

Work sampling studies will also be conducted during the measurement

period. At randomly selected times during each day, each employee will

be observed and the specific activity being conducted at that instant

will be recorded. This may require some interaction between the work

measurement analyst and the employee to identify the activity. A

typical form for work sampling is shown in Exhibit 7. Opposite the

corresponding time and the individual employee a code, designating the



activity will be inserted into the box. The results will be sunnarized

and utilized to determine the distribution of time. Individuals utilizing

time ladders will not need to be work sampled. Instructions for the

work sampling are shown in Exhibit 8.



Control # Name

Exhibit 4._ Applieen.t_Control Sheet

SSN Reg. Date

6

8

9

10

11

12

14

7

18

19

20

2

22

2

24

2



NAME:

SECTION:

E-- bit 5, Time Ladder

CLASSIFICATION:

UNIT:

DATF

TOTAL r NUTES:

T ME

00-

05
:10
15

:20
25

7:30
35
:40=
:45-
50

=55
8:00
:05
:10

:20-
:25-

8:30-
:35-

:4
:40 5d

9:00-
:05
:10
:15
:20
:25

9:30
:35-
:40
:45
50

L0:00-
05
10

:15_

:20-
:25

10:30
35

:40-
45

:50

:55

/ :00-

TIME CODE

11:00
:05=
10-

:15-
:20-
:25-

11:30-
:35-
:40-
:45-
:50-
55-

12:00-
:05-
:10-
:15-
:20-
:25-

12:30-
:35-
:40-

:50-
:55-

1:00=
:05=
:10-
:15-
:20-
:25-

1:30-

;40-
:49-
:50-

OH-

:1U-

:25-
2:30-
:35-
:40-
:45-

:50-

OD

TIME

3:00-
:05-
:10-
:15=
:20-
:25-

3:30-
:35-
:40-
:45-
:50=
55-

4:00-
.:05-
:10=
.
1 c-

CODE

:20-
:25=

4:30-
:35=
:40-
:45-
:50-
:55-

5:00-
:05-
:10-
:15-
:20-
:25-

5:30-
:35=
:40-
:45-
:50-

h:

:0!)-

:10-
:15-
:70-
:25-

6:30-
:35-
:40-
:45-

:50-

7: ou
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Exhibit 6. Time Ladder Instructions

During the next several days we wi11 be conducting a productivity

measurement study of all Employment Service activities in this office.

The purpose of this study is to determine the productivity of various

types of ES services in greater detail than is now available. This

data is necessary to establish an objective method to determine man-

power requirements in different labor market areas.

You will participate in this study by identifying how you spend your

working hours during the study period. Time codes have been developed

which relate to either the products you work on (e.g., applicant

intake, counseling, etc.) or the activities you engage in. You will

be provided with time ladder forms to record your time during the

study period.

These are your detailed instructions for coding your time and filling

out the time ladder:

1. Familiarize yourself with the process codes and their defini-

tions. The codes are divided into product codes and activi-

ty codes. The product codes generally relate to work done

on a apecific unit of production. Activity codes relate to

more generalized work (sorting mail), to indirect support

(staff meetings), and to personal and delay time (lunch).

Fill out the heading of the Lime ladder each dly wit' your

name, classification, date, section, division, and unit

names. At the end of the day, fill in the total time spent

on the job, in minutes.
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The time ladder begins at 7:00. If your starting time is after

8:00, but you actually begin working at 7:50, for example, draw

a line opposite the 7:50 time slot across the "Code" column.

4. Enter the proper product code or activity code in the code

column to describe how you spent your time.

5. When you change from one code to anothei- draw a line across

the code column (thus forming a ladder) and enter the new

code number you are working on. Draw a line across the code

column onlv when you change from one code to another.

The t me ladder is divided into five minute segments. Do

not try to record your time to codes that you work on for

less than three minutes. If you work on many different codes

for short periods of time (less than 3 Minutes) see your

representative from the study team. He will help you estimate

the amount of time spent on each code.

Report the total time you spent on the job from the tIme you

arrive to the time you leave. If you start before 7:00 a.m.,

or work after 7:00 p.m., enter the, times and codes worked on

the back of the time ladder form.

Pl,ase keep your time ladders current. The results of 'his

study depend heavily on accurately completed time ladders.

9. If you have nny questions on filling out this time ludder or

appropriate codes Lo be used, al,: the representative iromthe

study team.

10. To assist your mord

view.

please keep your time ladder in plain





Page 1 of S

Exhibit 8. Planning the Work Sampling

Work sampling is based upon the random sampling theory and the law of

probability. The classic example of the law of probability is the

tossing of a coin. If a coin is tossed an infinite number of times,

the probability is that the number of heads versus tails will be equal.

However, using statistical sampling formulas, it is possible to

determine an approximate ratio of heads to tails after a limited

number of tosses (or samples). As the number of samples or chances

increase, we can have a higher degree of confidence that the

characteristics of the sample actually resemble the characteristics

of the whole.

Standard formulas are available so that we can calculate the sample

size required for a 95% confidence level. This means that if we

obtain a certain sample size, the answer will be correct in a calculable

range of error 95 times out of 100. The steps for preparation for

work sampling follow.

Determine the number of observation cycles required.

For our purposes, we wish to determine the percent of

time the employees are engaged in specific activities.

If we estimate that the time will be no less than 30%

of the total time, _t will be necessary to make a total

of 2,000 observations in each study office to give us

a confidence level of 95%, within 4- 2% absolute

accuracy.

It will be necessary to determine the number of

observation cycles per day required. First, determine

the number of employees in the organizational unit



Page 2 of 5

to be studied. Second, calculate the number of observa-

tion cycles required for a five day work sampling,

according to the following formula:

- 2,000 individual observations by the number

of individuals to.be studied total number

of observation cycles. This answer 5 days

the number of observation cycles to be con-

ducted daily.

- Example:

2000 observations
16 individuals

= 125 cycles

25 cycles per day5 days

. Randomizing the times of observation. To accomodate the

law of probability there are two requirements related to

the observations. They are:

- the activity recorded should be based upon

the first impression at the instant the em-

ployee is observed, amd

- the observations should be made at random

during the work day.

To avoid biasing the study by making observations during

the busy times or slack times of the day the table of

random numbers should be used to select times of observa-

tion. It may be necessary to discard observation cycles

which fall outside of regular working hours, or those

which occur too close to permit performance. It will be

necessary to replace the deleted Limes in order to have

the full number of cycles.

25



Page 3 of 5

. Recording the observations. Following is a brief summary

of the work sampling instructions.

- Familiarize yourself with the code structure to

be utilized. These elements are the codes you

will use to describe employees' activity. During

the observation cycles you will observe each

employee in the work area and code his activity

to one of these elements.

- On your scheduled work sampling days, enter each

employee's name in the columns across the top

of the Work Sampling Worksheet. Enter all employees

who are utilizing job tickets (not time ladders).

- Watch the clock closely so you do not miss any of

your scheduled observation cycle time.

- When the time comes for an observation cycle, locate

each person at the top of your worksheet and ob-

serve his activity. Determine what he is doing the

instant your eyes strike him and record that activity

in terms of the codes. It is extremely important

that you record what the employee is doing the

instant you see him. Do not record what he is

going to do, what he should do, or what you expect

him to do.

- After you have recorded the first person's activity

locate the next person on the sheet and repeat the

procedure. Continue until all employees are accounted

for.
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- Repeat the procedure for each observation cycle.

Occasionally you will have observation cycles before

some employees are scheduled to arrive, or after

some employees have left for the day. If this

occurs, simply make observations of the employees

who are present. For those employees who have not

arrived or have left, enter code 0 in the box where

you would have normally recorded their activity.

- if an employee is out of the work area during an

observation cycle, you should code the observation

as element 0, unless vou can determine the where-

abouts of the employee from the supervisor (for

example, at coffee break or lunch). Otherwise,

the following day after you have received each

employee's time ladder, you should check to see how

the employee charged his time each time you recorded

an 0 for him. If he coded his time to the activity

code for personal time, then change the 0 that you

recorded. If-the employee was on his normally

scheduled lunch time, change the observation code

appropriately. Do not try to track employees down

in the lunch room, coffee shop or restroom during

your observation cycles.

- If the en:ire operation closes down for the lunch

period will not be necessary to make observations

during that period. If ale employees are on staggered

lunch periods, however, you will make a continuous work
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sampling. Use Code 33 when an employee is on his

normally scheduled lunch time. If he leaves early

or returns late, use the 53 to so indicate. It

will be necessary to stagger your own lunch break

on the days of the work sampling observations, to

avoid "missing" the same clock time each day of the

study=



As one result of the study it is desirable to identify unit times to

process applicants through the Employment Service. This can later be

utilized to identify the relationship of service provided and value

added to the client. To achieve this it is necessary to identify the

output units of the office. For each activity a specific unit of output

has been identified and described. Some are available from ESARS, others

must be collected through special count points. Exhibit 9 describes

the required workload counts and the collection points. Tally .sheets

shall be given to each employee daily for collection of count informa-

tion.



CODE DESCRIPTION

Exhibit 9

COUNT DESCRIPTION

Page 1 of 3

SOURCE

AO Outreach No specific output unit identified

_

AR Registration Talley the number of individuals who register with the ES,

Identify partials, renewals and new registrants.

ES 511

AI Int rviewing Tally the number of individuals who are initially interviewed

as part of the registration process,

Counted by employe

AM Miscellaneous Intake No specific output unit identified

AC Counseling Tally the number of individuals who are counseled by the ES

indicate if the counseling is a continuation of or initial

session and if the counseling is completed, Identify also the

Tally the number of individuals who are tested and the number

of tests administered by type,

Counted by employees

ES 515

Counted by employees

ES 515

AT

_lalsfjounseling

Testing

CC Case Conferences Tally the number of conferences held

w
Counted by employees

AE Employability Plan Tally the number of employability plans developed. Counted by employees

AG Group Orientation Tally the number of group orientation sessions and the total

number of applicants receiving orientation

Counted by employee

AS Selection for Training Tally the number ef applicants processed for testing and the

total number enrolled'during this period.

Counted by employee

ES 515

A Other Services No specific output unit identified



DESCRIPTION
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COUNT DESCRIPTION
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SOURCE

JA Applicant Related File

Search

Tally the number of =pplicants for which the job files are

searched.

Counted by employee

'JE Employer Related File Search Tally the number of employer job orders for which the

applicant files are searched

Counted by employee

JS Selection interviewing Tally the number of applicants interviewed to determine their

qualifications for a specific job. Tally also the total num-

ber of jobs fOr which applicants were interviewed.

Counted by employee

JC Job Referrals Tally the number of applicants referred tv jobs. Count each

referral Separately, Talley placements.

Counted by employee

ES 515

JV Job Verification Tally the number of placements verified. Tally the number

which could not be verified.

Counted by employee

ES 515

Other Job Matching

Activities

No specific output unit identified

EO Employer Outreach No specific output unit identified .

EJ Employer Job Order Count the number of job ordet that were received without

direct solicitation.

Employer Count

ES 514

ES Employer Job Solicitation Count the number of employers contacted to selicite jobs

and the number of job orders received.

Employee Count

ES 514

EA

58 i

Applicant Related Job

Solicitation

Count the number of employers contacted to solicitate job

orders for specific applicants and the number of job orde s

received as a result:

Employee Count

ES 514

EM Mandatory Job Solicitation Count the number of job orders which are a direct result of

job creation activities.

Employee Count

ES 514



DESCRIPTION

Exhibit 9
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SOURCE

EC Job Creation Count the number of job orders which are a direct result of

of job creation activities.

Employee Count

ES 514

El Identification of Available

J6bs'

No specific output unit identified

ET Employer Technical

Assistance

Count the number of employers to which technical assi- once

was provided1 identify services.

Employee count

Other Employer Activities No specific output unit iden ified

,

.

CA

1

Complaints - Applicant

_ ---- _

Count the number of complain s processed

,

Employee count

CE Complaints - Employer Count the number of complaints processed Employee Count

FL Fa I Labor
,

Count the number of applicants processed Employee Count

FTA Foreign Trade Act Count the number.of investigations conducted and the number

of applicants processed.

Employee Count

IC immigration Certification

,--

Count the number of immigrants processed Employee Count

LCA L arn-- CertIfication Count the number of applicants certified Employee Count

OMP DR 14 Count the number of investigations conducted and count the

number of applicants processed

Employee Count

LMI
tsrY ,A

Labor Market information No specific output unit identified -2 6(
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Exhibit.A710. Taljey Sheet

New

Renewal

Partial

Registration Count

Date

Name

Total

Interviews
Interview Count Total

Occupational

Vocational

Counseling Count Total

Initial Continuation Completion Initial Continuation Completion

Testing Count
Individuals. .

SATE

GATE

NATB

PROF

BOLT

Other

Individuals

Case Conferences Count
Conferences

Total

Total

Plans

Employability Plans Count Total



Gro

Sessions

Individua

Selec

Applicant

Enrolled

Applican

Applicant

Employer

Employer

Sele

Inverview

Job Order

Referrals

Placements

Job

Placements

Placements

Jo

Unsolicita

Solicitate

Soliciated

Applicant
(Employer

Applicant
(Job Order

ip Orientation

Ls

:ion Por Training

: Related File Search

Related File Search

rob Orders

:tion Interviews

ob Referrals

Verifications

Verified

Not Verified

b Order Count

ted

d Job Orders

Employers

Related Solicitation
Contacts)

Related Solicitation
s)

Total

Total
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Total

Total

Total

Total

----- ------ -------
Total

Total



Job Order Count (Continued)

Mandatory Listings Job Orders

Job Creation Related Job Orders

Employer Technical.Assistance Cc

Page 3 of 4 -

Total

Selection Assistance

Development Assistance

Utilization Assistance

Stabilization Assistance

Hiring Policy Assistance

Job Specification Assistance

Functional Job Analysis Assistance

Identify Testing 4 Training Needs

EEO Compliance.Assistance

Affirmative Action Assistance

Complaints Count

Applicant

Employer

Total

Total

Farm Labor Count

Applicants

Foreign Trade Act Count

Investigations

Applications

Immigration Certification

Applicants

Total

Total

Total
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Learner Certifications

Applicants

DMP #4

Investigations

Applicants

Total



The productivity model requires the collection of additional data con-

cerning the characteristics of the applicants processed and the

characteristics of the employers serviced. Two distinct efforts are

required to collect this data primarily because no single source such

as ESARS is available on employer characteristics.

The ESARS data to be collected is two-fold. First it is necessary to

collect information on the characteristics of and level of service

provided to applicants who are served during the period. This data

will be used to establish the total value of services provided to

applicants. Copies of the most recent ESARS reports have all the

required data. Specifically the following reports are required.

Table 03 Placement and Referral of individuals

Table 04 Individuals enrolled in Training or Placed

in Special Class of Openings

Table 05 Applicants Provided Counseling, Testing and

Related Services

Table 1 Summary of Services

The utilization of job tickets allows the incremental times for services

to be related to the individuals to which it was provided. This then

can be related to the individual and characteristics and the benefits

resulting from the services themselves. To achieve this data from ESARS

individual registration forms makes a valuable data set. The ES 511

provides most of the essential data. Following completion of the test

period the ES 511 should either be copied or all essential data trans-

posed. This then should be matched with the services provided. Any

placement information subsequent to this period should also be obtained,

however, additional SESA services or outside se ices must be identified

and discounted.



The lack of basic employer data necessitates the utilization of a

comprehensive questionnaire for use with employer technical services.

All employers who receive services for which the job ticket is

utilized must be included. Exhibit U shows the employer questionnaire.



Employer

Address

EAlibit 11

EMPLOYER QUESTIONNAIRE

1. What is the total number of employees at
-this location?

2. What is the distribution of workers?
Unskilled

Semi-skilled

Skilled

Professional

Does the employer use migrant workers?

Seasonal Workers

4. Are the workers affiliated with a union?

What is the average wage paid?

Unskilled

Semi-skilled

Skilled

Professional

6. What is the turnover rate?

Quit Rate

7. What is the organization's structure
( corporation, partnership, sole-
proprietership, nonprofit)?

8. Does the employer do government
contract work?

9. How many years has the employer been in
business?

10. What is the employer SIC code?

11. What is the size of the,personnel staff?

12. What is-the average wage paid for the
personnel department?

Date
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Completed by



13. What is the estimated budget for the
personnel department excluding staff?

Advertising

Agency Fees

Training

Other

14. Does the employer regularly use ES
services?

IS. For a job opening what-percent of the
time is the job advertised with

ES

Outside Placement Agency

Advertised

16. What is the proximity t the ES local
office in miles?

268
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Other data concerning the distribution of time and cos .re required.

The Cost Center time report 03 provides the total hour paid and equiva-

lent positions by activities and should be obtained for the period being

studied. The Reports 61, 92 and 96 are required to compute the average

daily cost per position. ,

These reports can be used to compute the average cost per man-year for

each program administered by the State agency. The cost per man-year

is equal to the Total Funded Costs (personal services excluding annual

leave earned, personnel benefits, nonpersonal services, and annual leave

taken divided by the number of man-years paid. However, this calculation

cannot be directly obtained using the information available. Instead,

cost per man-year can be calculated using the information contained in

these reports by annualizing the average daily cost per position. To

obtain the average daily cost per position, the montly cost per position

must first be computed using Reports 61, 92 and 96. The monthly cost

per position is obtained by dividing this month's Total Funded Costs

by this month's paid equivalent positions on Report 96. Because the

"total (funded) Costs" on Report 95 does not include the cost of annual

leave taken, this cost must be added from the appropriate fund ledger

in Report 61 to obtain the Total Funded Costs for the appropriation.

Total Funded Costs__
Paid Monthly Equivalent Positions

Monthly Cost Per Position

Monthl Cost Per Position = Average Daily Cost Per
Standard Number of Days in the Month Position

The cost per than-year is obtained by annualizing the average daily cost

per position.

Average Daily Cost Per Position x
Standard Number of Days in a Year = Cost Per Man-Year

269



To obtain the cost per man-year for a previous year, simply divide the

the year-to-date Total Funded Costs obtained from Reports 95 and 61 with

the paid YTO equivalent positions on Report 96.

Total Funded Costs
Paid YTO Equivalent Positions

7 0

= Cost Per Man-Year



III. INSTRUCTIONS FOR DATA COLLECTION. R DUCTION AND ANALYSIS

We discuss the specific techniques for data collect,onjn the pages which

follow. The study plan has been separated into seven distinct steps.

These include:

- Orientation

- Preparation

- Measurement

- Data Recap

- Data Reduction

- Report Preparation

Each of these steps are discussed in detail below:

1. Orientation

The importantce of a complete and comprehensive orientation cannot be

overemphasized. It is first necessary to brief the ES Director and

his staff. During this orientation the basic concepts of the model,

individual productivity ratios, value added, and CoMponent weights

should be discussed. The solicitation of support in terms of staff

participation would be valuable in the ultimate acceptance of the

project.

It is also necessary to select a local office site for the study. The

selection should consider three important points, type of service,

size of the office apd type of applicants. The considerations under

type of service should emihasize the selection of an office with a

full range of ES treatments. This is important in order to test the

model under all types of ES treatments.

The next step in the process is to orient the local office manager and

staff at the test site. This orientation should include the same

-topics as the previous orientation for the ES Director but should include

a deatiled discussion of the measurement techniques and data requirements

271



as well. Emphasis should be placed on the fact that the study does not

emphasize individual productivity and that they should not change their

normal routine to accomodate the study.

During the orientation for the local office staff, a discussion should

be held concerning the use of time ladders, job tickets, and work

sampling in work measurement and the need for product counts.

Emphasize that the study is not to disrupt their normal activiites. Also

emphasize that it is desirable to keep their time ladders and job tickets

as current as possible and to contact the study monitor if they have

problems.

2. Pruaration

Every SESA agency operates differently. In fact, it is likely that

within an agency individual local offices might operate differently to

accomodate the specific area labor market. Following the orientation,

the study team should review the specific operations to determine the

extent to which that operation corresponds to the system flow developed

for the project. This step is necessary to insure that the product

code structure established for use is compatible with the local office

operation.. It is also necessary to e :ablish the specific product

counts. The product count descriptions and locations must be carefully

scrutinized to insure that the data is available at the local office.

Work in process must be monitored. For example, a system to differentiate

between the continuation of counseling activity as opposed to a new

counseling activity for an individual must be established.

In larger offices there exist some jobs which actually support a

variety of activities, for example, sorting mail. These must be identi-

fied and a system of sampling used as a basis to allocate that time

back against the proper activities. Special studies such as these

should be established at this time.

2



ESARS data from the most recent month must be obtained for tilt 3ite

being measured. Specifically ESARS reports number 03, 04, OS, 11 are

necessary for the compilation of the value to be added for each output

unit produced. Cost data from the most recent month must also be

obtained. Specifically cost accounting reports 61, 92, 95 and 96 are

required. Arrangements for the availability of this data should be

made in advance.

3. Measurement

The measurement period will vary according to the schedules of indi-

vidual test sites. However, regardless of the length of the study

itself, it is imperative to account for all inputs and outputs for the

study period itself. ES staff members should record time for all

performed even outside normal agency work hours. In addition,

all outputs produced during the period must be identified.

The study monitor must insure the time ladders and job tickets are

available to the study participants the day prior to the study. Study

participants should keep the time ladders and job tickets current and

in plain view. The monitor should position himself in view of the

participants if possible. In this manner his assistance can normally

be obtained without disrupting operations. The monitor should circulate

at least once per hour to view the ladders to insure their accuracy.

Emphasize that the participants should make notes on points of question

for resolution at a later time.

The importance of accurate product counts cannot be overemphasized.

The study monitor must clearly define each of the outputs prior to

the measurement period. Once the study is underway the monitor must

take time to determine that the count definitions are accurately adhered

to. There is often a tendency to over report product counts. No

one likes to admit it if they do not attain their expected output.

Credit, however, should not be taken for work not yet completed. This

is accounted for by the work in process adjustments.
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Additional data other than ESARS will be required for the value

added process. This data will include pertinent characteristics of the

employers contacted during the measurement period. The data will be

collected by use of a questionnaire to be comrleted where possible

for employers who recieve assistance during the study.

4. Recap paily Totals

In order to insure consistent reporting and t, readily and timely

identify problems, it is necessary to conduct a daily recap of the totals.

Each time ladders should be collected at the end of the day and re-

capped. The monitor should add the number of minutes charged to each

code and summarize the results at the bottom of the ladder. The total

minutes shown in the summary should correspond to the total minutes

charged during the day.

Following completion of the recap of the time ladders, the results

should be posted to the daily recap sheet, Exhibit 1. The total

minutes for each activity and product code whould be summarized

across the page. These totals can be summed down the page and cross-

checked against the total time charged by all employees. Errors must

be resolved.

The daily recap sheet should next be posted onto the MIS sheet,

Exhibit 2. The MIS sheet allows for a visual check of the time and

product counts for each day. The MIS sheet also provides for the

calculation of running totals. Again totals should be summed down

and cross-checked against the column totals. This prevents any errors

in posting or summation of totals.

The work sampling sheets should be summarized each day. The percen

however, should not Li calculated until the end of the measurement

period since daily totals have no significance.

ige
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The job tickets are not collected until the end of the measurement period.

At this time each job ticket must be accounted for to insure all activities

are adequately accounted for.

5. Data Reduction

The flow of data through to the development of productivity ratios is

shown in Exhibit 3. The schematic illustration shows the role of each

-f the data collection techniques and the adjustment factors. After

the data is accumulated the actual development of productivity ratios

can begin. The base amount of data processed makes it advantageous to

utilize dual data summarization techniques. This ensures that the

results are accurate since two distinct and separate techniques are

used. The results of the techniques will be the same provided as

clerical errors occur.

Step-down allocations allows the analyst to develop the productivity

ratios working with total time values and total counts. All totals

are carried to the end where the ratios are then developed. Exhibit

4 shows the rule of the Work in Process (WIP) Adjustment and the Work

Sampling (WS) Adjustment. Exhibit 5 shows the summary sheet.

Product Time Summary (PIS) sheets allow the analyst to develop the

productivity ratios working with individual productivity ratios and

mathematically combining them. Exhibit 6 shows the PTS sheet.

The net result of the Step-down allocation process and the Product Time

Summary Process is the same. At the completion of these tasks a produc-

tivity ratio is developed which represents the number of units processed

per minute. This is the basis productivity measure or ratio.



The next step in the PMS process is the assignment of a value for each

productivity ratio. The value "assigned" or "added" technique is dis-

cussed in detail in the section which follows. In essence, however, it

utilizes subjective and objective techniques to assign values to

various SESA outputs based on the value of services provided to a client

or the difficulty of applying the services. This value can be applied

to each ratio in order to arrive at a valued productivity rato.

These valued productivity ratios are then added to give a total valued

productivity ratio for each of the four distinct SESA processes appli-

cant processes, employer processes, placement proce$ses and legisla-

tively mandated processes.

These four distinct ratios are then weighted by the process by assigning

values to SESA objectives through the DELPHI technique and relating

the objectives to the four process areas. This is also discussed in

the following sections.



SCHEMATIC ILLUSTUTION OF PRODUCTIVITY RATIOS
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Cumulative

Raw Data

Raw data are out-

put from Manage-

ment Information

System. Data in-

clude time charges

DOT code, and pro-

duction Counts

from each cost

center studied.

2'2

SCHEMATIC ILLUSTRATION OF PRODUCTIVITY

(Continued)

Step-Down

Allocation

beets

TIOS

Time charges and pro-

duction count data are

entered on step-down

allocation sheet. Di-

rect support activities

and secondary_produc

codes are allocated to

primary product codes,

Adjusted MPUs are

calculated.

-Frequency

of Occurrence

&/or Alloca-

tion Sheet,

This sheet documents the

allocation methods and

describes frequencies of

occurrence for secondary

products.

4
MPU Summary

Sheets

These sheets document

the time allowances for

each activity that goes

into producing a primary

product. One summary is

needed fur each primary

product in each organize-

Lion studied. The sum of

these allowances equals

the adjusted MPUs.



SUMMARY

SHEETS

SCHEMATIC ILLUSTRATION OF PRODUCTIVITY RATIOS

(Continued)
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PREPARATION OF STEP-DORN ALLOCATION SHEET

STEP-DOWN ALLOCATION

TITLE

COUNT

RAW
CLEAN

COUNT
COUNT

(W.S.

ADJ.)

5

TIME

CLEAN

MIN

R.S. ADJ.

WORK SAMPLE ADJ. SHEET

W.S. ADJ.

kIS SUMMARY

CODE

FINAL

CUMU-

LATIVE

WIP ADJ. SHEET

RAW CLEAN

COUNT COUNT

2- d

L. 7 = (COL. 6 X W.S. ADJ.)



EMPLOYMENT SERVICE PRODUCTIVITY MEASUREMENT SYSTEM

STEP-DOWN ALLOCATION-PART I: ALLOCATION OF DIRECT SUPPORT

ORGANIZATION PERIOD BY

Etiilibit 5

Page 1 of 3

CODE

PRODUCT CODES

TITLE

Y
P

E

COUNT
;CLEAN
ICOUNT
IWS AD,
;

1

TIME

RAW

MIN

ICLEAN

MIN
WS AD._

DIRECT SUPPORT ALLOCATION
SUB

IrOTAL

MIN

5 6 7 8 9 10 11 12 13

;

i

i

1

1

i

;

1

1

I

268



ORGANIZATION PERIOD

Exhibit 5
Page 2 of 3
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BY

PART III: MASTER PRODUCT

TOTAL
MIN

SUMMARY

CLEAN
COM MPU CODE

3630 31 32 33 34 35

i

L

Exhibit 5
Page 3 of 3

FREQ
OF

OCC.

37 33 40 41 42 43

z 0

SUMMARY

MAST.
TOTAL! CL I PROD.

MIN ICT CODE

45 46 47 43



Exhibit

PRODUCT TIME SUMMARY
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CODE TITLE TOTAL PRODUCTION
MINUTES COUNT RATIO
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RATIO
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PREP ED BY

DATE
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PRODUCTIVITY RATIO
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INPUTS

ACTIVITY

CLIENT SPECIFIC LABOR MARKET AREA FUNCTIONS

OUTPUTS

OUTPUT UNIT

INTAKE

J.)

TABLE CELL DESCRIPTION

APPLICANTS

REGISTERED

11010D

11015T

11020C

NEW REGIS.

NEW PARTIALS

RENEWALS

VALUE ADDED FACTORS

FIE CELL

110100NEW

110150

11C20DRENEWALS

DESCRIPTION POINTS

11

11

11

REGIS,

NEW PARTIALS

2

1

0

06090DHIGHEST CR0. :-.

6

6

6

6

060950

06100D

061050

06110D

0-7

MI
12

OVER 12

2

1

1

0

6 061650 ETHNIC GROUP -

6

6

6

6

061700

061750

061800

06190D

WHITE

BLACK

AM. IND.

OTHER

'0

1

1

0
-

06200DSPANIA AM.

MULTIPLIER

VALUE ADDED REANGES

RANGE POINTS

0-1.5

1.6-3.0

3.1-4J

4A-6A

.25

JO

.75

1.00



As a first step in establishing the value for specific ES treatments,

we have identified characteristics of the applicant or employer which=

-make that specific treatment more necessary

(i.e., add a greater value to the client)

-make the application of that treatment more

difficult.

Exhibits 7 and 8 show a matrix of characteristics to be utilized in

the valuation process. In the process it is noteworthy that charac-

teristics data for applicants is readily available through ESARS, however,

for the employer no data is currently available. During the study

period a questionnaire will be utilized to collect data concerning the

characteristics of the employers served.

The characteristics of the client served, either applicant or employer,

will be the basis of establishing the value. _For example, counseling

activities for highly educated applicants will be less valuable thc

those for those at a lower level of education. A typical worksheet

for intake activities is shown in Exhibit 9. The characteristics of

applicants who register serves as a basis for a multiplier. This

multiplier ranges between 0 and I. If the characteristics of the

registrants is such that the multiplier is one, then the full value

is allowed for outreach activities. If the multiplier is less than one,

somewhat less value is allowed for outreach activities.

Exhibit 9 shows as well _he ESARS cells from which the multiplier can

be calculated. In the study characteristics will be collected for all

applicants processed in the subject office, not by individual. Thus,

the most appropliate ESARS reports will be utilized and the points

allowed for specific characteristics will be devided by the total

applicants on the report.



The individual productivity ratios and the composite ratios will be

. calculated. The composite ratio is based on the weighting of the four

component parts, applicant, employer,--job matching and other legis-

latively mandated programs. These weights are established based on

the emphasis desirable by USES in each area.

6. Rull.Results

After completion of the pilot studies, meetings will be conductedwith

the ES Director and staff to discuss the results and to express the

appreciation for theiT cooperation and assistance. A formal summary

report will be prepared which outlines the results and identifies

the significant points of the study.



APPENDIX O

COMMENTS

BY

DR. FEED ENGLANDER

The following are counents by Dr. Fred
Englander, Assistant Professor of Econo-
mics at St. Peters College and Research
Economist for the New Jersey Department
of Labor and Industry, who reviewed the
Productivity Measurement System concepts
during and following the pilot test
phase. His remarks are carried with
only minor editorial changes., His com-
ments include discussions of two topics.
The first concerns needed areas of re-
search.



The use of a regression methodology to estimate the impact of the

various treatment or service outputs on the final value added does provide

a more objective means of evaluating the relative economic continuation

of final placements and the support services that often lead to placements.

Also, the collapsing of the different input and activity codes should make

the PMS much more attractive.

With respect to the foulat±on of the dependent variables, further

modifications, to the extent feasibile, are advisable. The PMS should

make a maximum effort to have the values added reflect true economic

values rather than modified economic values which in turn must be

weighted by USES administrators. To the extent that the true economic

values of the various ES activities can be determined, these values

could be summed in order to calculate the numerator of the performance

index for an agency. The relative weighting of ES activities by USES

administrators necessarily introduces a subjective element which should

be avoided whenever possible.

Though it may be true that the difference in wages before and after

placement is a reasonable proxy for the total value ddded to the appli-

cants when making interstate comparisons, it would be highly fortuitous

if the weights chosen by the USES for the four basic output categories

reflected the relative economic values of those four output categories.

Hence, a state agency responding to its economic environment by concen-

trating, for example, on applicant process outputs, would receive unsuffi-

cient credit=(and funding) if the weight given to the applicant process

outputs relative to the other output categories did not reflect the true

economic value of the Applicant Process Outputs relative to the other out-

puts. Frey correctly identifies the increase in duration of employment,



the decrease in quits and the reduction in search costs as the other

elements in the value added to the applicant by the ES. If I were t_

take a semi-educated guess as to which of these sources .of economic

value added provided to applicants was most important under typical

conditions, I would opt for the reduction in the duration of unemploy-

ment. To the extent that the services of the various state'agencies may

have a different emphasis in reducing the duration of unemployment

relative to increasing earnings capacity, it does not seem appropriate

to use the former as a proxy for the former and the latter as well as the

values generated by reducing quits and search costs for applicants.

To the extent that it is possible, I would think it appropriate t:

at least develop separate regression models using the value added from

reducing the duration of unemployment as a dependent variable in one

model and the enhanced earnings capacity, as a dependent variable in a

second equation. If the PMS were to become operational, it would be

worthwhile to estimate prediction equations for the "decrease in-quit

,and the "reduction in applicant search costs" values added.

Regarding the enhanced earnings capacity dependent variable, it is

correct, as you indicate, that the starting wage may not be representa-
1/tive, particularly (as Gary Becker points out in Human Capital) if the

applicant's new Job involves a training period. A comprehensive follow-

up study to determine the increased present discounted value of the extra

earnings resulting from placement would be the ideal method of measuring

this value added item, but a second best technique may be to

established age earnings profiles for different occupations,

characteristics, etc., in order to estimate value added. An

of how such a technique might be applied is given in Chapter

the Berkowitz and Ander -in report on PADEC. This technique

might even provide direct estimates of value added (in terms

use

demographic

example

VIII of

of enhanced

earnings capacity) on an ongoing basis which may eliminate the need to

Becker, Gary, Human Capital, 2nd Ed New York City: Columbia"
University Press, 1975.



"predict" value added through the regression equation for those actually

placed by ES. The prediction equation would still be useful, however,

for estimating the impact on enhanced earnings capacity of such inter-

mediate:outputs as counseling, testing, referrals, etc

Turning to the dependent variab for value added to employers, I believe

that theireduction in personnel costs and private placement agency

costs is appropriate. If the PMS becomes operational, the other

dependent variables affecting value added (such as reduced turnover

costa, less overtime costs, and reduced waste.due to bottlenecks)

should also be estimated in regression equations. Again, I believe

that assuming a relatively equal proportional value to employers of

these other ES services to the dependent variable that you are using

a ygry crude assumption.

Once again, if good estimates of true economic values are available,

shoul40iWt _c!101011the USES to establish a

weighting for the various outputs. Moreover, estimating the true

economic values of the various ES outputs should have considerable

utility in policy questions relating to the overall directions of the ES.

My bias against a USES weighting scheme does not preclude the existence

of at least some subjective weights. In particular, it will be difficult

to evaluate the value added as a-result of legislatively mandated outputs.

In the event that-the weighting scheme is maintained for the other output

categories, I believe that the USES should at least consider certain

guidelines (perhaps expressed in terms of minimum or maximum allowable

ratios between final outputs and intermediate outputs) to prevent,

for example, the inefficient office or agency which is not able to make

an adequate number of placements as a result of poor internal organiza-

tion or procedures.from maintaining itself by providing gratuitous inter-

mediate outputs to applicants who would receive a negligible benefit.



A good job has been done in enumerating the independent characteristics

variables to be considered in the regression mOdels to predict enhanced

earnings capacity and lower personnel and placement agency costs.

In estimating enhanced earnings capacity, consider variables for race,

willingness to change occupations, work experience, previous wage (as a

measure of applicant expectations and suitability of the applicant to ES

services), the employment status and income level of other family members,

and asset income and wealth (especially liquid assets). The occupational

classification variable might be related in some way to industrial mix

in order to guage the relative mismatch between labor supply and demand.

In making interoffice or interagency comparisons, it would also be

adviseable to standardize for the level of demand (as measured by lay-

offs, job vacancies or the rate of growth in employment), employer

oontentration and the availability andfees of private placement agencies.

°AIt is not appropriate for the predicti-1 equations for va deg- de_

included variables to measure agency costs or unit service times. The

relationship between output &nd inputs is given ultimately in the per-

formance index. Inputs are given in the denominator of the performance

index. The-index should not be biased by making inputs also a determinant

of the numerator.

In estimating the dependent variable(s) for value added to the employer,

you may want to consider an independent variable to measure the labor

intensity of the firm's production function. Presumably, the less labor

intensive the production process, the more disadvantaged the firm would

be as a result of an unfilled vacancy. I would also be interested to see

a dummy variable to account for whether the firm is under any affirmative

action pressure.- Perhaps the ES office would accomodate a verbal request

or black or female applicants. The industry mix vafiable might be related



to the occupational composition of the applicant pool. Once again

this would be to guage the magnitude of the mismatch between labor supply

and demand.

In developing your model(s) simply to predict value added, the large

number of independent variables, even if there is co-linearity among

them, does not hurt the predictive value of the model(s) as a whole.

However, a large number of explanatory variables generally suggests the

advisability of using a larger sample size in order to maintain a

reasonable number of statistical degrees of freedom. If,as you indicate,

the model is also to be used for trying to determine the proper coeffi-

cients and significance of certain of the explanatory variables (which

as I stated above is a good idea in the case of the treatment variables):

then you would want to reduce the number of independent variables in

order to avoid co-linearity among them.


