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(2) developing a task list;

those
(1) rationale for use of task surveys;
(3) determining televant questions* (8)

identifying the population;

.(5) selecting the saample. size;

(6)

selecting sampling methods; (7) developing the survey packet; (8)

distributing and collecting the survey packet; (9) calculating

‘hunnary statistics; and (10) interpretzng the data, Two task survey

reports containing example procedures and data are appendeq, along

vit% am evaluation sheet for synthesizing the strategzes and ‘
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INTRODUCTION
. N\
The following unit was developed in draft form for use in a

workshop on Instructional Systems Design conducted by Tom L\ Hindes,

I.M.L. Directer, and William L. Ashley, Project Coordiqpfor. Thirty-

!
six Ohio vocational educators, supervisors, and directors attended
) ' .

. the workshop from June 16 %hrough june 20, 1975. The purpose of

the workshop was to present contemporary currigulum techniques for

developing, implementing and managing instructionalfprograms.
. .-

. Conducting & task survey was one of those techniques. The workshop -

participants worﬁ;; through the u%it and provﬁ?ed feedback for

" revision.

A 13

The Unit contains ten modules which present specific instructidns

on how to conduct a task survey pluc two %ask survey reports

. , r .
containing example procedures and data. A task surveyl|strategy

evaluation sheet is appended to-help synthesize the strategles
£

gresentedfapd decide how thgy can be implemenfed.
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; CONTENTS

]
TB - Bach module listed-below contins a sho;f descriptive paragraph - ‘
of the contents of each modulé, a performance cbjective, reading
("w resources, exercise activities and feedback for those activities.
Not everyone will want to master each rodule to the same degree
of competency, but the unit provides experience.in the whole task
_. survey progess. ' '

{

-
3

N Part A: Rational for Use of Task Surveys
[
Part B: Developing a Task List
Part C: Determining Relevent Questions

Part Dj /Identifying the Popalation

Paré E: éelecting the Sample Size

Part F: Selecting Sampling Methods

Part G: Developing ﬁhe Survey Packet

.Part H: Distributing and Cc;nect'ing the Survey Packet
Part I: Calculating Summdry Statistics .

Part J: Interpreting the Data .
A Survéy of Certified Dental Assistants.,Fiﬁal\Beport h Vo

A Survey of Medical Assistants and Physicians Who. Employ
Medical Assistants. Progress Report. r
’ . . . .
‘ Task Survey Strajezy zvaluation

*
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‘. characteristics of tagk survey data.

A _— VoL 7 -
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PART A:- RATIONALE FOR: USE OF TASK SURVEYS P
/ N \ , - '

This"section is designed to give you an overview of the task survey process. It outlines

tfe three pha;es of the process and the steps contained in each. -

"PERFORMANCE OBJECTIVE: ’/ ' . - _

Aftér reading the foliowing section, tﬂe wérkshop.parti.ipants will identify all the correct

.

RESQURCES: ] )

Reading: pp. 1 -2 "Rationale for Using Task Surveys” _
pp. 3-6 “Final Report on Vocational Education.’ .
) Battelle Memorial Institute

" Activity:,  pag. 74 - - > CC ‘E
Feedback: pg. 8 - /
' 3
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P , Rationdle for Using Task Soweys
K Information from//many sources can be utilized to properly develop a prograrn in--
‘vocation'al edtlrcatio that will prepare a student with satisfactory ernployment skills and !
knowleﬁige for ?‘y into a specified occupation. Common- sources of information about

an occt,lpatiori e oareer r_\andbooks, text books, trade journals, industrial publications,
governlment publiéations individuals with work experienoé /n the occupdtion, advis)ry

‘ eommittees, employment statlstlcs and union or trade aéocnatlon contracts and bulletins.

' Al of these sources can help educators to develop a cIear picture of an occupation’and @

- the types of processes used, products produced and/or workers employed: ﬁ
. Q(II of the above sources provide information of various types but SOme are not
desuQned to primarily provide information for curriculum design and de\ielopment The
occupatlonal task survey technique produces currnculumﬁ data that-is econ0m|ca| rellable
quantlflable #4nd valid. The data can be used directly in currlculum development decision-
/maklng and course planning. Task surVe);' data can identify the differences and similarities
/ of jobs across a range of employment agenmes and across various geographic areas.
(Employment‘agenmes as used here- re‘fers to the companies, business, industries and/or _
/ lnstltutions which provide jobs and‘employ workers in any of the_occupations you are
surveylng) . R , . ’
Task survey information ean |dent|fy the tasks moét often performed the ‘humbers of
workers performing different,’ tasks, and the tasks most |mportant for entry level and

K . advanced positions. Thertask survey procedure involves three phases.each containing a

/
/) few simple and relatively inexpensive steps: - .
Phase 1: Development of the Task Inventory
" The first phase of the supvey involves o‘btalnlng or developing a list
. ~ of the tasks performed in the occupation, selectung the fasks to be
] .' used, and determining relevant questions. to be asked in the task
B . |nventory This phase can be shortened by using a task list_already T
¥ . ,
developed and available to the public. - B )
. Phase Il:  Acquisition of Survey Data - -
’ During the second phase the survey components are developed, the
- population to be surveyed is identified, sample size is determined, a
R - . representative sample of workers.selected, the survey distributed
- B and the responses collected.
. . Phase lll: Treating the Data t )
. : After the responses have been collected the results are tabulated and -
. compiled; appropriate stafistics are performed, the data analyzed for
*significant numbers, percentages, trends, or other types of evidence
\
\‘l ‘ M ’ '. ot ”/ N - [N ) ’ ’
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related to the questions asked the data interpreted; and conclusions *
. are drawn which can _be. considered in selectlng and designing curnculum .
for an instructional program. ?

Since much vocational curriculum is planned and developed by vocational iﬁsiruciors

and supervisors the task survey provides direct support to their:?f'orts. Sometimes in .

~ the curriculum developmént phoc'e'ss there is a tgndency to include content or skills which ~
a.re ‘not essential or which are more practical' to learn on the job. Survey data can i
correct that tendency by providing a basis for identifying the content and skills which ‘ !

" are ‘éctually used by incumbents in a giv;n occupation. The practical question of
"what are the entry level tasks’* can be specifically answered by emplQyers and workers. {
It is possible to identify critical’ competencies required to 'ena‘_bvle a new worker to be .
suecessful on th_e job. It is also possible -to'determine the exact tasks to be learned ' |

and then to indicate the degree to which each'student learns them. -

L2y -
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“'major questions here.

. | ‘
. o~

“The following materials is a portion of the recommendations made 40

L 3

the State Department of Educatibon in a state-wide study by the Baf;elle
Memorial Institute, dated 1969." ~

v .

% Obtaining Emplpyer and Job Requirement Information

v

':;S overallvpurpose of thig step is to obtain information on tasks that
need to be performed for a given job or occupation, and assess and define
the sI;iIIs; )(nowledge, and attitudes required to perform them. For a giveﬁ .

job, what tasks and'sk"lls would employer’s like the school to teach? What

tasks and skills are required for successful job performance? These are the

N

<A ma]or problem here for vocational education is keeplng such infor- )

matlon current,’ |n view of rapid equnpment and™skill requnrem?s change

for /many occupatlons. Another major problem is to obtain erfiployer and
job requirement information_in an approprigte form, i.el well-defined and

specific task and skill information is needed, if it is to be useful for_%:b-

sequent steps in program development. A third problem .is to ebtain com-
. . L

brehensive infci;rmation, i.e., a description of required tasks and skills for a
trade in the sdveral establishments and work settings where the trade is
practiced. Differences and commonalmes can then be assessed. '

The problem of :updating ]ob requnrements mformatnon will be dlscussed

later (see section-on follow-up of graduates). The c3ncern here is with qbtaln-

-ing such mformatnon initially, for a glven ]othralnlng program.

- In general, current practices call for the use of advisory and/or craft
committees to obtain employer ahd job requirement data. ¥he activities of

\
these committees could be valuably supplemented by E] survey methodology,

30 obtain mote cpmprehensnve specific, and well-defined Task and skill require-

ment mformanon ‘ , ~

te

~
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Battelle is curren‘i‘y implementing an_d validating such a r\"\ethodology on
a research pﬁiwt with the U.S. Department of Labor and schools in the
State of Michigan™*. - ’

“The approach calls for defining and Iiating the tasks an inprvidual per-
forms on the job; ahd a grouping of thése tasks into task c.lasses.’ Tasks
are definer] at the level of detail required for subsequent development o? a
training program for the job. For each task, several_item$ of information ‘
are-obtained, as follows: (1) importance of the task for (a) hiring,A (b) job
success, ‘and (c). pfomotion; (2) frequeq‘y of performance of the task; (3)
to what ‘extent the employer desnres that the task be taught in the currlculum

at all; and (4) level of performance requnred on the’ task. These sources
of information are uieful for curriculum design, including selection of aspects
of the job to teach,‘if‘ time/costs ‘preclude the teaching of all job tasks.

The steps required of 'a, Iocal,district’to obtaih-'sueh information can be .

briefly descrrbed as below ~ o \

(1) First, a comprehensnve prellmmary list of job tasks for - ‘
each job-in the curriculum would bé developed. Teachers,

or other experts, would develop thjs preliminary list,

. . : - . z
based on their expertise and any existing written curri-

T

(

4
' (2)

culum materials. ) .

s

The second dtep would be to select establishments for each

- ‘iob and trade of concern.’?h;t is, establishments in the

* -

(3)

-

3

Y

ing to" obtain a representative gr'

area would'be selected where the ‘job or jobs exist. Such .

selection would be based or: a well-thought out sampl-

of establishments. . .
The last step wculd be to conduct a majl survey of the
establishments selected. The preliminary task list would

be seni\t(),,approprlate personnel in the establishments,

such as people actually workmg on the ]Ob fnrst Ilne

- * Cress, Ronald J

7.

”An Expldratory Study to Analyze New Skill Content

in Selected Occupations in Michigan and the Mechanism for Its Transla-

‘ tion into Vocational Education .Curricula.’’

1969.

Interim Report. August,
[~ 2%

¢
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- supervnsors or any pther type of. person judged compe- . h
‘ . . R -
' tent to glve the information requlred The;e people
I .
;- ' would then add relevam tasks if necessar\[, to the pre- - .
' liminary task |ISt' or remove trrelevanf tasks, Ihey
, « would then provnde mf'prmatlon on |mportance of the ,
« - [y
. task, frequency of perforang the’ tgsk etc., as describet fee )
L. (
above. They would alsqprovnde-nnformatnqn on equip-- \
- © ment, tools, materiats, arid imstruments required in the
) -, O .
- performance of the- tasks. : }'
‘ As pointed out'previously, the above procedure is viewed a5 a supplement
, to advisory commlttees for reflecting employer skill needs, provudlng more ‘ ]
speclflc and comprehensive information (across Yloyer establlshments) than .
' -~ can. be obtained by a committee -procedure. The Yrocedure is also viewed
. as a supplement to periodic tra|n|ng of staff Jnstructors by OJT or other - . -
i : means, to keep them updated in their job speclallty, to insure relevant job’
. training curricular objectives and content. * “~ .
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) . «  ACTIVITY: Check aII the phrases. that c0rrect|y |dent|*fy !h%characterlstlc of task
survey data. N o
. - . s . . e
e ) Task survey data can: - T - o SN
. . - L4 - .
. \ ‘a. proynde mformatlon for curnculum deslgn > 1
: . T C bl replace recomn'mendatlo’ns by advnsory committees_ - A
- “ . . . . . . . ; R r
LT T oc. identify differences and similaritjes af jobs across;’T range of
' _erhployment agencies and geographic areas i
. ~ . “ )
) ;i determine cost/effectikeness of programs : '
. ‘e.. identify tasks most |mportant for entry level and advanced positions '*
. ] ~f ) |dentrfy numbers of workers perf*ormmg dnfferent tasks . ,
‘ ) . . Al * ) ! “‘ |
- g. © specify skills to be taught -
’ h. identify tasks most often performed ’ o |
‘o - ’ o ) g
v
|
o
: - ' - . y
H 4 / * ’ ] (S ¥ R ri
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- FEEDBACK: e .
g Thecorrectanswersareacefandh b ¢
' You should not have checked b, d, or g. Dunng all phase§ of the task survey process
it is recommended that the adwsory commlttee have mput The task survey data can
tell you only about the tasks not about the instructional program.. The task survey
data can ow identify certam facts not speclfy skms knowledge or competencles that
sh taught. , Task sur\:ey data can prowde a basls for identifying skms5 knowledge
0?:; '

or encies fhrough the task analysis procedure.

- e

-
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"PART B: DEVELOPING A TASK LIST ) )
THis section gives you a definition of a task, task list, and task inventory. "It explains
how to develop and edit task lists according to the set of standards provided. i . i
. ] ‘g . -
PERFORMANCE OBJECTIVE: ‘ >
. 4 R - [ .
After reading this section;- the workshbp pathEipants will edit a list of task statements,' '
identj/fy “all correctly eritfen‘statements, ré'g\i;iteA poorly written statements and delqte '
those statements that_cannbt be rewritten. ) _
. S
BESOURCES: .
Reading: pg. 1 ’“’Obtaining an O\:cup%tionaj Task’ List *
- pp. 1-2 "Selecting the Tasks” '
,; pp. 3-&~ “Appendix B: Task Defi,mti& and Rules of Construction” .
Activity: = pg. 5 ‘ .
Feedback: pg. 6 - : o
‘; - i -
2 ~ ‘
. . <
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Obtaining an Occupational Task List

‘ . Atask listis a eomprehensive list of statements which define actuafunits of work
performed by incumbents in a specified occupation Such Iists describe what people do
- when carryigg out their job résponsnbllltles The list may be complled from a number
of sources including job descrlptlgns trarnrng maérrals worker mtervrews observatnons
and simulations. . , - )

The task statements contained in a Iist should be written and edited according(to
~aset of standards to marntarn consrstency in the level of specificity and style. The first
.draft of the task list should be reviewed by a representatlve sample ‘of workers and/or
- employers from the occupation. They should identify mcorrect Ianguage and,add any
task statements that may be missing from the original list. The appropriate changes and
additions are then made on thé final draft of the task list. g .

The task lists contarned in the anqiysrs underwent the above procedures. The initial
lists were developed from a review of tra|n|ng gutdes currlcu]um materials, course outlines,
and \gwarch documents They were edited and revnewed by a small sample of workers
‘The reedrted list was then mailed as part of a survey to a representative sample of wc)rkers
~(4050) employed i the occupation. These workers indicated how often they performed
the tasks anAdded tasks they performed that were not included- in the inventory. -

.y

Selecting the Tasks T '

The presurvey procedure involves selecting'the tasks and relevant questions to be
included in the task mVentory The task mventor.y is that part of-the survey instrument
that contarns the task statements and the questions about each task. (See Frgure 1.) The
task statements are to‘Be selected from the task list'developed in, the first step. The task
N statemer‘\s should be revrewed to determrne if the task statements as written meet the
local needs. Some statements may be too general for |dent;fy|ng specific related skitls or
content a% should be rewrrtten as several m& specrfrc task statements The number of
task statepents in a task mventjory may vary from 50 to'300 task statements depending
on the scope of the occupation to be surveyed and the specificity of each statement. A
Iengthy inventory will d}scourage’ participatio;\' by respondents. A total of 200 to 300 task
statements are suggested as approaching a maximum number to include.

An extensrve listoequires that specific task statements be selected for inclusion in the’
task inventory. A review of the statements contained in the task I|st may identify certain

*  See Appendix B for task deffnition and rules of construction

17
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" The results can be combined in the firial analysis.

tasks which are not considered Yor instruction. The reasons for not including such

tasks may be: s

~

1. Lack of facilities or equipment for proper training . -
2. Tﬁere is pothing gbout the task that requires t}aining .
3. Job tralnlng is a superior method to formal school for learnmg

4., The tasks are reserved for master craftsmen and wiil not be expected of entry level
" workers .

5. - Advanced license or certification is required before performance is allowed

»

Some tasks are so basic to an occupation that they will automatically be included

in a course. Such tasks can be deleted if necessary to reduce the number of .tasks on the

- list. Caution should be exercised in making arbitrary decisions to delete tasks from the

listeven though the reasons for doing so may seem valid. |f the practice of predetermining

the‘tasks to be or not be included in an inventory is overdone the main purpose of the

task survey witl be circumvented. A more approprlate approach is, (n rewrlte the task

statements rather than delete them or (2) devetop and conduct two surveys with two

separate groups of workers. Each group would respond to half the large task inventory. —

N

1 -

, ‘ ~
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APPENDIX B: TASK DEFINITION AND RULES OF CONSTRUCTION
N Deflnitlon
A task is a Iogical and necessary unit of work in the performance of a duty.
Some properties of tasks: ) «
- : N - e A
1. A task has a definite beginning and end.
2. Tasks are made up of a series of worker activities that occurin close sequence.‘ )
A task includes a mixture of decisions, perceptions and/or physical actlvities
. requured of one person. .
4. A task involves peoples’ interaction with equipment, other people, and/or data
Standards for writing and/or editing task statements: ’ -
1. Clarity requires that a task statement identify withput question. the unjt of work
to be performed. - :
Rules: ) e
. Use wording that is easily understood.
‘ Be precise so the statement means the same thing to all personnel.
. , - & e
Write separate, specific statements for each task. it *
Avoid combining vague items of skill, knowledge or responsibility. .
2. Completeness requires that all necessary information be included in the statement
so it may be fully understood across various work environments.
" Rules:
Avoid %he use of abbreviations. S@ell out the term followed by the abbreviation. *
Include the title or identification of special tools, forms or equipment when- the -
- ~  task statement requin@s such specific items to-be correctly understood Use the
general type of fermp when it is sufficient.
3. " Conciseness requirfs that the task statement provide all nécessary information in
*as few words as gossible. They should be accurate and to the point. .
/ RuleS: - 4
Task statemenﬁ should be brief. Avoid using statements which are too broad or
general in megdning. . .
& Avoid use ofgvagde words such as "check,”” "assist,”” and "use.”
Begin the §iatements with a présent-tense action word. “," . !
- The subiect "I'" or ""You" is understdod but not written. ) .

Identify the object on which the action is to be’ performed.

Use current occupational terminology.

19
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4. Relevance requires that the task statement provide information which describes

: . the direct action of the worker. -
Rules; to- -
Do not state the person’s qualifications. - * - Ll
Do not include items on receiving Instruction, unless actual work is performed.
.Avoid including information about prior tasks whenever possible. . ..
- . ’ - < . .
P Do not use multiple verbs unless.several actions are always done together.
»,
.
- . *
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’ ) ‘ . . - .
ACTIVITY: "Edit the following list of task statements according to the standards .
d discussed in Appe;xdix B. Check those s;tatemé‘n\ts' that are correc_iy
. written. Rewrite those statements thatvare‘e poorly\\(vritten. Delete .those,

staterﬁents that cannot be rewritten.

1. Type; names ;nd addresses for mailing lists -
N 2. ,.._._'_Rérﬁove addresses fro;h mailing lists
3. In'volved with -determining problems.
4. ‘fi File address lists - . '
~TT T (
5, Handle correspondence !
©6. ' Fillout 100W pu;chase'order A
. 7 ) Report various activit}es performed
) 8. - Prepare cost estimgtes for O.J.T. \ -

9. Erect temporary scaffolding /
10. - Write production reports

11. | perform all essential repairs
- ' R

-

12. Proofread " memos -

13. ™ Test circuits with multirheter

14. Learn the sglithalf trouble shoating tei.hmq»es@ﬂ
15. Able to write correct objectives . ‘
16. Read disassembly procedures anq disassemble internal valve

17. Adijust infernal yalves in fluid coupting

18. Type 60 words per minute with no errors

- . . ’l
19. Replace main fuse in power console ! - ’
. i . . ° #' )
20. Scheduling workshop sessions
Tl A -
21. Perform¥ x function ) . .
22, Fill back "orders ’ . "

23. - Report attendance figures . . oo

24, -- Tabulating survey data . ‘




FEEDBACK:'

'
!

You should have checked: 1 2,4,6,9,10,12,13,17, 19, 22, 23,
You should have deleted: 3 11, 14, 21.

¢

Statement five does not specify what action is to be taken and therefore does not meet .

“the standard. for clarity. It can be rewritten as:

“Compose replies to correspbndence’” or “Open correspondence,” etc.

Statement seven does not specify what act#ities should be reported and therefore does not
meet the standarg of completeness. It can be rewritten as: 1 ‘

at

“Fillout weekly report form”’ T

completeness. 11 can be rewritten as: *

"Prepate cost estimatés for on the job training”’

Statement fifteen} relates to abilities not to actual performance and does not meet the

standard of relevince. It can be rewritten as:
i :

"Write ohjettives for workshop (class, course, etc.)”’ *

Statement sixtedn includes non-essential information about a prior task and does not meet
the standard of relevance. The first phrase can be deleted to leave it:

$
"’Disassemble internal valve”

Statement eighteen relates to abilities not toactuai—;aiarmanc?and_&oes not meet the
standard of relevance. it can be rewritten as: .
“Type business letters”” or "“Type manuscripts’ etc.

Statement twen'ty begins with a gerund, né_t a present tense action verb and does not meet the
standard of conciseness. It should be r\ewn‘t’ten as: .

"Schedule workshop sessions”’

Statement twenty-four bégins with a gerund, not a present tense action verb and does not
meet the standard of conciseness. It should be rewritten as:

/
"Tabulate survey data”

i
t
b
)
!
g
i

N .‘-j\‘ -
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PART.G: DETERMINING RELE\IIANT,QUESTIONS

4

. i S
This section distusses some of the questions that can be asked on a task inventory and
: ‘ SRR
. . . o . F’

. some of the techniques of selecting questions and devising rating scales. - :

i
b

“PERFORMANCE OBJECTIVE:

- " t * . * - .
/After reading this section thHe workshop participants will identify essential critetia for )

developgng questions and rating scales for task inventories, list the kmds of data that

can be.generated by different kirds of questions and give the questions a pnonty rating

|
:
in a’éfroup discussion, ' ] . i
) I
- RESQURCES: .. L ‘ |
‘ ’ ( . . : o 1
. Ly w
y Reae?mg pg. 1 "Determlmng the Questions” o - . /
Acq{lﬁ Pg. 2 ) : o T .
Fepgbaclt. pg. 3' _ : § » : - . : ¥ ‘
- t - - 3
PR ' N
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Determining the Questions ‘.

o8
s - .

Another decision in developing a task inventary 1s' selecting the queétrons to be asked -

about each task. The data from these questions should aid dlrectly in the desngn and
development of a vocational course. A Iarge numaber of questlpns about each task will
discourage participation by respon.d.ents. Three questlohs are suggested'ai"/ axnmUm. To

gather data for more than three question's develop_two inventories with different questions
e ‘

on each. This approa'c'h> is also used ‘\'Nhen“s"urveying two different groups such.as employers

and employees. |deally, the questions selected'should pfovide the greatest amoung of

information and guidance for the ‘Ieast time sper'tt on vthe part of the respondents-.

_ Some questi_ons that_might be asked are: - I

»  How often is each task performed by a job.incumbent? . . g

How m,(rch time is spent'perfor‘ming each task?

v '.How impprtant is egch task to the effective execution of the job?
How soon is task competence expected after job assignment?
Can essential tralnmg be adequately aequnred on the job? A
Is the task part of entry level jobs?

Other questlons that are particulat to local needs may be asked on the task mventory

The type of questlons may vary dependlng on the group that is to respond such as employers,

.

employees, or others. : e : 7

An appropriate rating scalé must be devised for each question. A rating scale of not

less than five points and perhaps seven points when measuring such questions as importance

-~ or criticality figures is recommended. (See Figure 2.) Such a scale will give a ‘greater
amount of discrimination between tasks. Smaller scales (3 or 4 points) may be less
effective ‘because all responses may be at one extreme of the scale; such results will
produce mean values for all tasks which are not significantly different from ‘each other.
Each point of the scale should be identified and explatned. carefully on the instruction
srteet. Additional speeitic directions on how ta mark the appropriate response should

be clearly printed on each page of the inventory.

-

(% [} é — —_—

5 g ¢ § 28

X 8 & & Hf
Task |nventory (_,f . “ T 2 <« & IO
1. e 1 2 3 4 5
2. . 1 2 3 4 5

|
3{ . . ' Figure 2 25 | l
{ ,
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| . ) , . . T -
[, ACTIVITY: - : : Co
E T 1. Fill in the blanks of this summary paragrpah. X ‘
} : ' There should™be.no: more than ° quest!ms asked ahout each task on
E ) a task inventory. If’ diff'er‘ent information .is needed from different” groths,
., use . inventories. - Edch questlon should have a raftmg scale of no
’ less. than . pomts This gives-a greater amount of between
. tasks. Each pomt on the. rattng scale should be - 643 the instruction
’ ~sheet. ° . ) :

“jt. Some kinds of data €an be obtained by more than one question.

A !istjo"f possible kinds of data that can be obtained from task inventories is

listed on the right. Five questions that can be used to obtain that data is

listed on the left. Match the data with the questions that can be used to obtain

B
s

1. How often is each task performed . a. -percent of workers who perfofm
by a job incumbent? o that task ’
b. tasks most often performed

c. most |mportant tasks as ldenttfled

2. How much tjme is spent perfarmlng . by workers

each task? ¢ d. tasks that require least margin of
’ * error‘in performance

P . e. indic entry level
3. How important is each task to indicates entry level tasks

occupational success?

haad

perform

g. percent of workers’ tlme spent on

4. How critical is correct task performance each task in relation to all other
relative to all other tasks? . tasks *

. ‘ h. most important jasks as |dent|fled

- by supervisors o~

?. How soon is task competence expected ° i. tasks that may need extra 'training

. after job assignment? j. indicates advanced level ‘tasks

DISCUSSION POINT

Take into consnderatlon your particular posmon in \;our schooi structure If
you were running a survey what kind of data would you need? What kind
of questions would you ask to obtain that data? How do your choices com-
pare to the rest of "y;bur group? List group consensus on what are the most
approptriate qﬁestgons. t .
Y - .

2.

s 26

most important tasks to be able to
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. ' *
' , : ; . c3
FEEDBACK: " :

1. There shouldebe no more than 3 questions asked about-each task on a task

inveftory. If different information is needed from different groups, use
4

-

. diffefent/several inventories. Each que'stioh should have a rating scale of not

‘less than 5 .points'.. This cjivés a greater amount of discrimination between tasks.

& Each point of the rating scale should be explained on the information sheet. -
- - I . » .

2. Question 1:a, b, i '

Question, 2:a, b, g, i N - .
. ~ AR N
Question 3:a, ¢, h, i T . . .
. ©, Question 4: a, ¢™ - -
' Question 5: e, j
—
4
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)PART'-D: IDENTIFYING THE POPULATION

This section discusses various groups of pgople who might respond to a task survey. ”

) . .
Criteria are listed that might help guide you in selecting your population and examples

are provided for specific situations. ..

PERFORMANCE OBJECTIVE: . o

L]

After reading this section, the workshop participartts will select and describe appropriate ~

populations for proposed surveys. .

t

RESOURCES:

Reading: pp. 1 - 2 “ldentifying the Population”

Activity: p;;. 3
Feedbgck: pg. 4




-

. . ldentifying the Populatlon

Employers and employees. generally [Rs\_ltute the populatlon’of subjects to, wh|ch
. a task sur\ley is d|rected Each group must be identified on the basis of their |mportance
~ to specific .currlculum development needs. The ‘popdation from which a future sample *
‘wlll be selected must be accurately idenﬁf,ied in order to coMect usable data. There are

several situations which will determine whether or not to include any group of employers

. . ¥ . - e . . - o
or employees in the survey populatlon. Several of the cr|ter|on questions -to consider ‘are:_

“'.As a group, do certain businesses hire a majority of the vocational graduates .
. - in your schoo.l"'

Do, oertain businesses censtitute a growing job market for which a vocational
N program is to'be developed? < ' -

Are certain employers in ‘a rapidly changing technology that will cause present |

courses to need frequent revisions to r‘emain current? : -

Do the empl ers in a given occuxpatuon require new instruction and/or advance-

) _ment tralnlng wh|ch will be provndemough your adult’education programs?

Does & tertain group or ‘cluster of occupations offer, various 1ob opportunities

. for whlch there is a need to determine the common and unlque tasks across ™\

, the several |obs7 : ' . M*Y ,

Do you Qeswe follow up information on graduates that can mdrcate/{he training

they recelved in school |s belng used .on their |obs7 T,

If you answer yes to one or more of the q«uestlons then that partlcular group of.
employers or employees should" be |dent|f|ed and |ncluded in the interided survey population.
Poputation selectian |s dependent on the particular questions you intend to ask and also
on the basic currlculum needs belng considered. New course developr‘nent requires information
from both the employers anq employees in certain industries wh|le course revnsnon might ’
requnre |nfprmat|0n from employees supervisors and course. graduates. The population ,
that is identified wnll vary as to type and level of workers, as the nature and location of the
oc<:upat|0n changes. For example if most |obs ava|lable to graduates are in an |nst|tut|onal
settmg such as cafeterla food serwces hosp|tals cl|n|cs large offices, or large factories,

' the second line supervnsors m|ght. Qe more appropriate.for obtaining task information usable

16 . oy ‘ . : '
. h curriculum development than “the top mafiagers, employers or owners.

‘ ,\ Groups of people other than emptoyers, or employees in the busnness or lndustrles
) provndlng job Openlngs may also be an’ lmportant group to identify for gathering tgsk data.

Modified task survey information could he gathered from the equipment manufactarers for .

) » ' . p
LS . . -y / . < »
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v ‘ those industries where worker performance is closety related to the equipment design. -
‘ The populationi of equrpment manufacturers might be a small or Iarge group and _may

be local or distributed across the entire country. Data from such a group concerning
design changes and new skills required c5n provide advance(; inferrrration on changes

in task performance. Such mformatnon would allow early planmng for course changes

as well as budget?onsuderatron for acgunrmg new equipment. Basically a survey would
néed to identify those tasks highly dependent on equipment design or function and
solicit a response from engineers and sajes repres;entatives on the degree of performance
¢ ange in each task. Specific training information could be af:quired and introduced

0 3
N .

in| the course as local industry moves toward adopting the new equipment. This example

V“

has been presented primarily to Hepict an alternative type of population to be selected
-ﬂf r a survey. The practicality of using a survey to rr\onitor equipment change would have
té be considered in light of such factors ak the nature of the equlpment the probability
that potential local employers would purchase the new equipment, the probability that
. e school could afford to acquire new equipment for training and the degree to which
specific tfaining might be provided on the job.

. In summary, -the identification of the population of subjects to be studied is not

Q

simple decision but requires that many factors be considered before arly group is

césually included _or“exclud . ) N
| * [ -

+
»
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ACTMT’Y:~ Read the follocving survey descriptions and indicate who would be the

] ‘/’

best respondents. .o S

3 > .
1. You are developing a new course for your geogMphic area. You want to-fird %
out the relative amount of time spent on each task, how sqon after employment

task competency is expected, and how many w% perform the task.

s( ~ ° 4\ ./"‘ . - i
* g ) _ . .

You are updating and revjsing, your course to meet thé occupational demands in

your area for competent entry level workers. -~
?

t
- 1}

3.  You course occupational cluster has undergone a sudden and drastic change in

-

technology. You want to know how this is going to effect the use of current -

! S R . .

" “equipment. How soon these changes will be phased in at local levels. Will

e / = .
“~——__ the present workers need supplemental training? , o T )
\ . r~ ° * 7,

i . . ,
- ‘ ¢ - * L
4. You wish to find out if your students are using the trairiing they received in PR ‘

school in their present occlpations.

L .y -
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FEEDBACK:

Survey 1:
Survey 2:
Survey 3‘:

Survey 4:

Entry level workers, advancs level worKers, and/or, employers
_ Entry level workers, and/o¥ employers — r

. (
Local industry employers, engineers, manufacturers, and/or professional

societies . .
Graduates
’ - ’ » N : 3 »
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JRT E: SELECT THE SAMPLE SIZE*

' . . P ,;‘X "1 ' B y ) .
This section gives you a detailed stepwby step procedure on how to correctly determine
sample size for a representative sample. Examples and tables are provided.'

'PERFORMANCE OBJECTIVE:

)
T

After reading tMis section, _the workshop participants will follow the procedures given and

use the tgbles provided to determine the proper ple size for different survey situations.
RESOURCES: ~

Reading: pp..1 - 3 "Selecting the Sample Size"

Activity: pg. 4
Feedback: pg. 5

-

— §

*Information and tables for this section were derived from ‘‘The Sémpﬁ'ng Problem in
Research-Design’ by Dr. J. Robert Warmbrod, The Agricultural Education Magazine,

‘November, 1965. -

[ 4 -




Sélecting the Sample Size B
Py =

- - N
' One of the critical decisions in conducting survey research is determining the number

}

ijects in the population to be surveyed to insure a representative=sample. The

ﬁ‘%owfng information is provided as a brief and simple set of guid8lines on how Io select

ﬁ ‘r propnate size sample for the survey needs -
First, the population to be studéed and the number of subjects in the population must *
t;e |dentsf|ed then the followmg questions must be answered before selectmg the size sample

- to be drawn.

" 1.  How accurate do you wish your sample ‘estimate to be or what margin of error
will you accept? There is always some margin of error in all estimates made
from sample-data. ) ) '
What amount of risk are you willing to accept that your sample es}timate may
exceed your selected margin of error? There is also some risk that you will

draw a bad sample. ’ »

>

What gercentage of the subjects in the population w{)uld you estimate to fall
in the category of interest you are sﬁ’:dying? You must make an educated
guess as to the largest percentage of subju!s which will be in the special
‘category or group you want to know about. s
The following example illustrates the p'r-ocedure for answering these three questions
and the subsequent steps to follow i selecting a samplg.size. ¥
Assume that you wish to col[ect information about ,the,‘t.ype of work done by nurse

)?ssistants in hgspitals, clinics, and private clinics. To do this you need to draw a sample

7ét will be large enough to allow estimates to be made about the total population.

"You have determined that there are 1000 nurse gssistants w0(king'in the’ geographic
area being studied. Now the three essential'QUestions must be answered. - -~
1.  How accurate do ,you.wish your sample estimate to be or what margin of error
will be accepted?
You decide to accept.a sample estimate that is within 5 percent of the true
.measure. That means if the sample estimate indicates 30 percent you can be

sure- that the true value of the measure is between 25 and 35 percent of the

-

population.

What amount of risk that the- sample estimate may exceed the selected 5 percent

4

margin of error.are you willing to take? - - - -

36
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/ You’decide to take a chance of 1 in —20 that the sample rpaygt;_e a bad .
samblfe. In other.words, you wish a‘to be 95 percent confident that the

- wrr;ple will not exceed the 5 percent margin “of error.

What percentage ¢f 'the population of subjects do you estimate to be in

‘ ‘the category qf interest?

R -

"Since you are concerned with three categories or 'types of employment sites" you
must estimate.the largest percentage in any one fype. You estimate that not more than /
40 percent of ;he‘ nurse assistants work in any oﬁe of the three type agencies,'“(hospitals,
clinics, and “private offices.) oL . .

You now have answered the three ne_cessaryt‘questions and are ready to select the

v

sample size. Recall that the' three conditions are:.° ;
"desire a 5 percent margin of error for the sample ‘data”’
“will take 1 chance in 20 of a bad sample”’ .
J “‘estimate 40 percent in category of interest” & . ‘
The next step is to go to the table provided and determine the sample size necessary.
To use the table, read down the colimn at the left (Number of Sampling Units in

Population) and locate the size of the population beingstudied. (1000 nurse assistants). *

Number of 1f willing to take a risk of 1in 20 that 1f willing to take 8 risk of 1 in 10
Sampling actual error is larger than five percent that actual error is larger than five
Units in and the sstimsted percentage of the percent and the sstimsated perocentage
Populstion population in the smaiier category is: of the poputlation in the smalier category ix
-
- 10 20 30 40 .50 10 20 30, 40 50
1
" 100 59 72 77 719 80 51 65 71 73 74
200 84 112 125 132 133 68 9% 110 116 118
400 106 156 183 196 200 83 126 151 164 168
600 116 179 215 234 240 83 141 173 189 195
800 122*-194 237 259 267 92 150. 186 206 212
1000 126 204 251 277 286 94 . 156 195 217 224
1500 131 219 275 306 316 97 165 209 234 242 .
2000 1 227 288 322 333 99 1689 217 143 252 T
2500 z 232 296 333 345 TOU 1727 222 249 259 -

*if populetion is less thz\n 100, survey the total poputation.
!

Néxi read across the first row to locate the percent of subjects estimated to Be in the ’
catagory of interest, {not more than 4~0 percent in any one type of site.) Now read down
the column under the 40% 'hea_ding until intersecting the 1000 population level. The
number 277 'indicated ‘is the size samplé that should be surveyed to obtain the desired
level of accuracy. Ydu must obtain 277 responses to. meet the levels of error selected.

A larger sample size decreases the margin of error for your sample.” A smaller sample
size increases the margin of errors as well as increasi‘ng the chances of getting a bad
If your returns are less than the selected ;ample size your samiple accuracy is"\r
i |

37
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In summary, follow this procedure for selecting a sample size:

Determine who the subjects are in the population to be st{digd.‘:

Determine, the number of subjects in the population.

Obtain a*:/li‘st of all the subjects that do not have-deletions or duplications
Establish the amount of error accepted. (5%, 10%, 15%, etc.)
Determine the risk taken of drawing a sample that'ef(cee'ds the selected margin

of error. (1 in 20-1 in 10)

- - .-

. N -~ .
Estimate the largest percentage of the population expected to be in the category

of interest. (20 to 30 percent, 30 to 40 percent, etc.) . ,
Go to the table provided and determine the sample size by finding the intersection
of the population colimn and the bercent of interest row. That number is the
number of responses needed to collect representativé data within the margins

established. |

t -
1

>
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'ACTIV!TY: Sﬁdply the. missing inforrr;ation according to the seven steps listed on_ page 3.

~ You wish to do a follow-up study of graduates to determine how many are working

You are gomg to su'rvey small appliance repair people that work in three different
types of agencnes You have a list of all 823 workers in your. job placement area.

You want an error of no more than 5% and will take a 1 in 20 chahce ?)T'drawmg

a bad sample. You esti.mate no more than 40% of the wdtkers are employed in

»

any one type of agency. How many responses do you have to collect to be certam

of a representatlve sample? -

. -

¥You are going to survey 517 people who are employed in plant nurseries in g three

_county area.” You estimate that no more than 20% are in clerical or administrative

pasitions You want an error of no more than 5% |n your sample. Decide what
nsk you will take that your sample is unrepresentatlve and determine the number

of responses you nee?

£

v

in jobs for which they are tramed and of those that'are, what tasks they perform.

You have a list of all 765 graduates from your school in the past three years Estlmate
the percentage in the category of interest (worklng in jobs for which they were
tramed) establlsh the amount of error you will accept, the degree of risk you will -

accept, and determine your sample size.

Vo
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sample, '

3

2. i you decideq on a risk of 1 in 20 you should collect the responses of 179

people. ) . . .

If you decided on a risk of 1 in 10 you should collect the responses of 126

people. : : .

3. There is no one correct answer. The number of people wifl vary according

L
to the percentage you estimate are in the category of interest and the amount

of risk you are willing to accept. : /‘/7
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PART F: SELECTING SAMPUNG METHODS - L e

-

) o Thls sectlon discusses population charactenstncs that dictate the method of samphng you
5‘ N chqse. It discusses the methods, advantages and disadvantages of 5|mple random. samphng,

cluster sampling, proportional stratified sampling,.and dlspyoportlonal stratified sampling. -

— hd _ .
PERFORMANCE” OBJECTIVE: ' . - .
" R ‘ .

After reading this section ;he workshop -participants will select an appropriate sampling

gethod for given population characteristics.

RESOURCES: : - 5
] ‘ - .
o ) - o » L -
: -_I . Reading: pp. 1~-5 ‘'Drawing a Representative Sample” ’ -
:' . . - . . - ’ -~ -
Activity: pg. 6 . ’ - : T
Feedback:pg. 7~ . , ’ M -
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..-of the sample chosen are not to be determined casually.

Drawing a Representative Sample

¢ T

The sample of subjects selected will be the potential respondents to a survey

Because a good sample should represent the normai dnstnbutnon o? important char- -

acterlstlcs in the whole populatnon, the methods of selectlng a sample and the size

In order to draw: valid"

conclusions from the responses obta}&ed on a task survey the sample should be as

representative of the whale population as possible.

A sample drawn from most

t‘:onve’nient lists of names or the most Q)nvenient group of people may give information

that differs considerably from the rest of the population.

There are several techniques

for selecting a sample that has a good chance of being representative of the total ‘

population.

- The techniques discussed here are simple random sampling, stratified

rahdom ‘sampling a¥d cluster sampling.

. ¥y’ »
Before selecting a means of drawing a sample it is essential to look at the

st . . rd
_important characteristics of the population being studigd. The population characteristics

are homogeneous {evenly distributed) when the following conditions ‘exist.

-«

t4

The subjects in the popuﬂlon work in a single occupation
The subjects in the population work in one type of agency
The subjects |n the populatlon use one type of skill

The population is found -in one location .

The agencies offer jobs with equal‘ placement opportunities for graduates

In such cases a simple random sarfple can be drawn.

Random-sapple selection, sometimes referred to as representative or prOportionaI
po

U4

e

samdllng, involves methods of selectlon which allow each unit or subject .in the population

an equal chance of being selected. Some. common technlques for drawnng a random sample

We:

w4

Write all the names of the population subjects on separate pieces of paper, place

As each name is drawn and fecorded, it must be placed back in the container
-~ .

[ 4 .
with the other names before drawing another name. .

-Give eaczt subject on the list a number, and go to.a table of random numbers

(found in back of the basic statistic text books) Start anywhere in the

tables. Read consecutlve numbers in any dlrec,taon and select those subjects

- whose numbers correspond with those found in the tables

-

- -y, *
4 ' ‘
- . -
P - .
3

i

them in a container, mix them up and draw but the prescribed number of names.

.
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Example Assume you wnsh to sﬁ‘n?é?’h&rse adsistants who work jn hospitals in your
job placement aréa. You are concerned with one occupation (nurse assistant), one
‘type of agency (hospitals) and one location (local area:) First obtain alist of all the

nurse assnstants employed iny trh local hospltals Next assign each assistant a number.

)

Use a table of random numby “to select the size sample wanted.

The advantages of&ump‘e random sampling are in the elimination of bias in sample

selection, the representatlveness of the sample, ease of accessing sampling errors based on
laws of chance and the way it reveals _the variability of the population. The dlsadvantages

mclude the necessity of obtalnmg a complete list of cases in the populatlon and the

pOSSIbIlItY of drawing a poor sample

Cluster sampling is ano}:her form of random sampling. It is .used when the proposed ~

population is too large to make it ,feasnble fo obtain the namés of each possible case for
rJ:he sample. Cluster sampling reduces the number of cases the sample is drawn from by
randomly selectmg from a hlerarchy of classnf-catnons a - :
Example: Assume you wish 10 sample the populatlon of nurse assnstants in the state.
The number of nurse asswtants |n the proposed survey area, |s much too large to work
wnth Follow these steps to reduce the number of cases from which to, draw a sample:
1. Divide the survey area into smaller _geographic®egions (county - citles - town-
shnps voting Q|strlcts etc.) and draw a random sample of regsons
2. From each ef these regions draw a random sample of hOSpntals
From each of these hospitals.draw a random’ sample of. vyards
4. Obtain the names of the nurse assﬁnts employed |mthese wards and. draw
a random sample of names for’ your survey. . . -
The more steps you .go through in clusfer sampllng, the larger the possibility.of Iosnng

- the representatlveness of the population wnth the sample drawn,

\* -

Stratified Sampling : - ' o

\
~

&

-~

the follownng cases: . . LI
s , The subjects work in a cluster of related jobs . - -
The subjects use a var|ety~of ‘sknﬂ’s |n thelf‘ jObS L
) The subjects are employed in dlfferent types 'of agencnes 4 -

The subjects are found in different Iocatlons )

- ~ The agencies involved?offer uhequal placement opportunities fo(}raduates
U ’ N
. .

- a0 . w % . t
Many times the population Acharacteristics are not' homogeneous, such as in any of  *
Ky ﬁ ~

.

ke
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In- these cases select a stratified s;rr)ple. This means of sample selectioﬁ allows you to ' .
classify the pop{xlatio‘n into two or more strata or classes and then dra)fv a sample from ]

. ’ " each stratum. | ‘ ' ) . B }-i/

. ) E;(ample: Assume you wish’to survey nurse assistants to identify the different

\ end/Qr common skills required for different agencies' in differen_t geag;apﬁic areas.

g , _In this case you are concerned with different agencies (hospitals, clinics, Hoctor's ‘ ‘ %
offices, etc.), different geoéravphic regions (possibly'urban’vs. rural) and the variety ' i
of skills used in these different c}rcdmstances. First compile a list of nurse assistants |
who work i;u each of the identified agencies and stratify 'the list of names according —

| to the agency type Then proceed to draw the desired sample from each strata list. 1
There are two types of samples that can be drawn in stratified sampling; proportnonal - : .
samples and disproportional se’mples. -

In proportional stratified sampling the number of cases drawn from each stratum
is in‘the same proportien to the total sample as the number_ of cases in t §Itratum

is to the total population as can ke seen in Figure 2. Stratum A has 500 cases or

‘one half the population of 1000. The sample drawn from Stratum A is 250 or one
B half tr)e stratum size. The same follows for Stratum B and Stratum C.
" Proportional Startified Sample )
] : . . - a‘
\ A ' ] <
Strata Size T ) ’ ' .
450 — , 3 . o .
* 400 - 3 - . . . T 9 |
. . 380 - S - SRR . |
. 300 - - ’ . } ? . . 300° .
" 250 — : — o Y - |
: 200, - ‘ { 200
150 — . L 1000
100 — 3 \I
. _ - ample:. | .
- 0 Stze\\ v \ Pop:
0 - - Size
A SN
- Strata t
. Figure 2
- - - N ' } )
40
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One advantég‘e to ‘proportional stratified sampling over simple random sa‘plirig . -~

i\
\
i

" is that.it eliminates the ¢hance that a stratum with only a few' cases will be completely‘ .

- ' unreprésented An easy way to d‘raw a proportional stn?tlfled sample is ftrst decide

what proportion of the populatlon is to be sampled and seconq, randomly select the -

.

. number of cases that represent that proportion of each stratum.

} . _ Example
: R
- You wish to survey 20 percent of a population of 500 nurse assistants for a total

F
sample size of 100 cases The nurse assnstants\;.re stratified in-the following manner: )

Stratum A. Nurse assistants who work in hOSpltals = 300 (300/500 = 60% of the populatton).
Stratum B. Nurse assistants who work in clinics = 175 (175/500 = 35% of the population)
Stratum C. Nurse assnstapts who work in doctor ‘@ offices = 25 (25/500 = 5% of the population)
Populatio;\ Total =_500
To determine the number of cases to be selected randomly from each stratum, take 20
percent of the total number of cases in each stratum. (Formula: percent /of pogulation to ;
be included in the total sam‘ple times the number—ef cases in a stratum = number of cases
to*be drawn from that stratum.)
Stratum A. 20% of 300-= 60 cases (60/100 = 60% of the sample size)® )
Stratum B. 0% of 175 = 35 cases (35/100 = 36% of the sample size) )
Stratum C. 20% of 25 = 5 cases (5/100 = 5% o
i . ’ §= Total sample size = $00

-

the sample size) - !

A quick check will show that the number of cases randon)Iy. selected from each
- stratum s in the same proportion to the stratum as the stra;um is to the pgpulation.
In drawing a dlsproportlonal stratified sampling (also ‘called controlled sampllng) an . 1

equal number of cases is drawn from eaéh stratum regardless of what proportion the b

stratum makes up of the populatlon See Figure 3.

» > -
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Population 500 — . ’ ‘
A oS 450 — . ' C
. T 4m _— . - ) » »
350 — - . "
300 — )
] 250 — TN N |
200 — | . .
. 150 — | / .
12 : ﬁ\m;‘)le \\: Sample \\ ‘\ﬁﬁ;k\ \\ e
. ]
A . C

“Strata

. Figure 3 - - |
P o . ' ~ .

»

. One advantage of this method is that it facilitates comparisons between the different
' strata. It is also economical in that it does not require seéuﬁng a Ia%ge number of responses
from the larger groups in the populét,ion. A diéédvantage can be finding an equal numbﬁ.r
of qualified cases in the smaller strata. The attainment of an equal mllmber ofk\cases per )
stratum may be-’hard to achieve. Anything Ie;s would necessitate the weighting of ‘the
reépOnses"to equalize their value as illustrated in the following example.
Assume you wish to draw 50 cases from each of three agencies employing nurse o
~ - assistants to make up a sample size of 150 cases. It is possible to locate only 25 nurse
assistants working in doctors’ offices.. It would be necessary to give those cases twice the
- value of the others (count each response twice) in the total group tally to make up for.
the lack of numbers.
In summary, the selection of sampling"techniques dépends first on the characteristics -
LY of the pppulation and the availability of the cases in the population. Use a simple rarv?ﬁlmf
N _sample if the population characteristics are ﬁomogeneous. Use a stratified random sém?le
if the population characteristics.are not homogeneous and the survey explores several grioups
- Jthat can be stratified according to important differences. The population size and availability .
wilt determine whether to choose cluster or simple raridom selection. Proportional strgtified
. samples mgy be drawn when stratum size is an impprtant characteristic for interpre?i‘n’g the
data. If basic information is desired and “stratum size does not effect the use of tHe data,

use ‘disproportional samples. o ) --
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ACEVITY:

it +

1. Match the population characteristics to appropriate sampling methods. °
¥

.. Populatigr Characteristics Sampling Methods =~ ‘

-

*

Cluster sampling

1. 215 greenskeepers for golf courses A.
in your geographic area of concern. . B. Dispropor'%ional Stratified
2 Over 10,000 dental assistants located C. Proportional Stratified
throughout the state D. Simple Ragdom
B - -
3. Auto repair persons working in tha , - )
local area, in 3 types of agencies
4, 20 graduates from each program in your school
. hd - ]
5. 560 employees of bakerles listed in census data
6. ] 5,000 insurance salespersons throughout the .
state '
7. _____ Secretaries working in specialized professional
. offices (medical, dental,*legal, etc.) o .

2. You are going to survey 1000 Clinical Medical Assistants. Develop a strategy for cluster
sampling; & . .

.
3. You know’?ra\t‘ 500 of the Clinical Medical Assistants work in general prac’fice offices, .

250 work in family ‘practice offices, 150 work in internal medicine offices, and 100 work in
obstetrics and gynecology. You wish to draw a proportional stra;ified sample ‘of 30 percent

- of the population. How many pe;)ple would you chose from each category?

e




FEEDBACK: .
1. Population-1 : d '

Population 2 :.a or d :
.Population 3 : T

Population 4 : b -

.. Population 5 : d .

PoBulati—on 6:ao0rd

F-7

, Population 7:¢
_',2.‘ Divide the state into counties. Draw a random sample of counties. Obtain lists of
B health f;aciliﬁes that employ medical assistants. Dyaw a random‘ sampleﬁof fag:’riitigs.
Qbtain a list ofr medical assistants from those facilities. Draw a random sample from
that list. P '
) <
- _ - . o’
- X R ¢
3. 30% of 500 = 150 from general practice’ . : )
30% of 250 = 75 from family practice /
+30% of 150 = 45 from ir;ternal medicine
30% of 100 = 30 from obstetrics and gynecology
i
) 3

- N
. -
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PART G: DEVELOPING THE SURVEY PACKET

» &

. o .
This section introduces you to the mechanics of developing the survey packet. Explana-
tions of, and examples of cover letters, instruction sheets, background information sheets,

and follow-up Ietter; are presented, as well as discussions on tokens and endorsen;ents. \
, = .PERFORMANCE OBJECTIVE: ‘ ‘ -

After reading this section, the workshop pérticipants will idertify the components

of a survey packet, and list the important characteristics of the components.

RESQURCES: ) ' :
f, Reading:  pp. 1-4 ’ “Developing the Survey Packet”
S pp. 59 “Appendices C, D, E, and F"”
Activity: pg. 10
Feedback: pg. 11 - ‘ a.




Devsloping the Survey Packet

-

The'g:ontents of a task survey packet will gene‘r.ally' -include a%over letter, instruction
sheet, a baekground information sheet, a task inventory (developed in phase 1), a mailing
envelope a return envelope end an optional gift or token. A follow-up letter is an impor-
tant part of the survey process, but will not be |ncluded in the onglnal survey packét. . - .
After selecting the tasks and questions to be used on the inventory, all of the survey com-
pongnts must be designed and printed. Each component will be reviewed in tige following

sections, .

Cover Letter.
'The cevqer letter should introduce the school organizatien and explaingﬁle purpose of
the s .ey to a prospective respondent. The impression made by the cover letter may
determine whether or not the reader responds to the-sutvey, 30 the contents apd format

should well thought out. Preliminary drafts of the cover letter should be submitted for

review to, several people who represent the groups to be surveyed. They should check the
first draft for content, style and clarity before developing the final draft. Gene&ally, the
cover Ietter should explain:

The purpose of the survey and contents of the packet.

The reasons why the reader has been selected as a respondent.

The importance of the individual’s response to the sﬁr\'/ey.

-

The deadline for responding.
- . - *
An egpmssion of .appreciation for_ their assistance.

- When surveying people who belong to a recognized organization, a letter of endorse-
ment from the orgamzat:on included .with the cover letter will generally increase the

number of returns. Advnsory committee_ membo[s may be able to assnst in gaining an

endorsement from various related organizations. Examples of cover letters can be found

in Appendix C.

Instruction Sheet ‘
- ‘ . ! -
Clear ‘and concisg instructions to the respondent on how he/she is to fill:out the survey

-

instrument are essential to a successful survey. ‘*The instructions must be understood by

the survey respondents in order for them to provide accurate responses. The instructions

Qould be printed on a separate sheet. The use of examples and illustrations shiould be

L3

R



o

G-2

used to increase the clarity'of the instruction. M':a‘k‘e the answering process as gjmple as

. ‘ possible and thereby, simplify the instructions. By performing a self-answering procedure

. ¢ and "reeprding each step, ym:n can, produce a detailed list of instructions forjthe fi_rst (’iraft.
The detailed steps can then be comblned into instructional statements. ltlnight help to

carefully read each of the v*ntten |nstruct|ons and underline the key terné in each. Be

i

I
!

sure to explain any words or phrases which have special meamng in the survey instructions.

14

. ] Test the mstructrons and explanations by havrng several people who are not famlllar
W|th the material try to complete the survey forms. If they fail to do so correctly, .
carefully question them to determine what is confusing in the |nstruct|ons and revise B
accordingly. The responses to the survey questions should generally take the form of
. rating scales with words or phrases |dent|fy|ng the relationship between the dlfferent pomts
on _the scale. Provide a clear definition for each word or ph‘rase used on the scale. The
use of words such as "'few - somg - many” or"'poor - fair ~ good"” will make iﬁdifficui—t
. for the respondent to determine what is meant by the terms and consequent’l.V/;Nill'leave <
questions as to the proper interpretations of the response. -A complete explanation and
example of the meaning of each word or 'r;hrase should be provided along with the instruc- ‘Q
tions. Assigning numemal values to answers can aid the respondent 4n judging his/her '
most appropriate answer. Use numb,ers to indicate dlfferent values assrgned to different

responses on the answer scale. This should aid the respondent in determining the |mportance

of wne response over another. Examples of instruction sheets are in ApPendix D.

Background Information Sheet
The backgrouhd information sheet should be designed to collect relevant informatiofi
from the sﬁrvey respondents, Only important and useful information which will help

in making curriculum decisions should be requested.: Requests for extensive information

tends to discourage response. The background information which can assist in interpreting *
. L4
. the task data will include the following information from the respondents: =

! Job title ..
) Job location
Type of business where employed
P Number of years in the occupation . . ,
Number of years in the present job . .
Education and training background
Where occupational training was received




.- By collectrng the suggested background information fromv the respondent the following

[}

mformatron can be determrned r <l T

What are the different job titles used in an occupatronZ

" _: Which tasks are common’ and which are unique to the. various job titles? .
“How often do wprkers change jobs in an occupation? - B Y
How long do workers remaln in the occupation?- .
Which “tasks are performed in different types' of agencies? . o
Which ‘tasks are most frequently performed by workers with different amounts

“of job experrenqe? ' m{
nce

h

€

‘ . " relate to education?
) " What ‘type of ‘training have the reSpondents received and where dld they, recelve
' it? . \
in order to simplify the collection and the tabulation of background info’fmatlég, use
multiple choice type responses. Ayoid'the ¥ of -open-ended questic‘ns as they distourage -
response and are difficult to Summarize, when they are answered. Examples_of background

)

information sheets can be found .in Appendix E.- — B
If auto‘_g.t(c data processrng fornts will be used, consult the equipment operatiof )
representative anddISCU§ the most efficient and economical respo'nse ‘forms to use. -Local
schools with data processlng programs should eonsider the possrbmty of‘ usnng their own
equipment to tabulate results. Automatic equlpment is not essentual to the Survey process
but it does provrde a means for treating the data’ to a greater numbe( of analysis techmques. F
Once the background mformatron sheet is. desrgned it should be tested with several repre-
_sentative respondents to determnne if the rnstructrons are clear and the format is readable -
and easy to follow. ) i -
. The Return En\:plope
To'insu/reahigher return on the survey, provide a stamped, self-addressed return
envelope in the survey package Postage will be |ncreas d somewhat, but.it “is logical to
do so. Since a given amount of m0n/ey, time, and “effort has been invested ifi dévelopmg

the survey and ﬂ@‘!ing it out, any non-returns constitute a totat loss; thereford, if a mar-

ginal postage cost increase can increase the’ Qumbér of returns the total survey cost — re- {

~

covery ratio is rmproyed
- \.- ! P
Number or code; envelopes (or surveys) in some manner to determrne who has responded

4
Those not respondnng ~can then bé sent afollow-up letter to encourage them - to.complete

the survey. By usrng a code system there is sdne chance\thet mdnvuduals will not respOnd
because of susprcron,s_,about the use .of the identification code. if 8 c_ode system is

-~ hd

54
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B ~‘E" v the background mformatlon sheet~ or the cover Ietter t
ﬁ. ﬁ' X = LI .
- 2. +_ of his/her return. e .~ ‘ .
, * A . . . L \(— . . A ‘ .
| - -'Fokens - ®

LR, - . -

a. o,
‘. X'K token can e ahTftém whlch is |ncluded in the survey, such as a small pencil, _
ruler plastic calendar /sports schedule gr tncket or coupon having an éxchange value. The  °

rnclusron of a token with tha' survey instruments. is optronal Tokens or gifts have question-

R awafulnes ;n greatly mc sing the number of refurns. However, while they may

4

B cause- only a srnall lncr‘ease ihythe total returns they' ay' serve a valuable publrc ralations
. T

\lﬂ,
[nd
.
A}

or publlcrty purpose which , would )ustl-fy

, Survey Follow- ters . -
4 ' A
Survey follow-up letters are not part of the survey packet that is originglly mailed
to the survey sample Their purpose is to increase the number of returns by remlndlng
! ~non respondents about the. siifvey. and srequestlng that they return it:  Follow-up Ietters
oan be designed at the same time the rest of the survey m !terlals are developed’ or at a
Iater date. i §urvey folloveup contact may take the form of a post card. or* letter, and ‘
§'\ould include; _w r e . ) ‘ _ﬁ

~y
J\-

) A reminder to the ‘non-respondent that they weré mailed a survey
‘e - A‘ request that the non-respondent fill out the survey and return it -

A tactful acknowledg that the, survey may already be in the mail, -
' \
whlch case, .the respon should rqnore the reminder
e A statement of apprecratron for their asslstance :

Examptes of folrow-up Iaters are |A. ‘F._ Fellow-up letters shoufd be brlef to

(344
-

the point, and courteous. They dan be just a‘ reminder or possibly include a second survey

*

instrument.
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* NSTRUCTIONAL MATERIALS LABORATORYt
- ' - .

‘o =

‘ TRADE AND INDUSTRIAL EDUCATION ‘ )
THE OHIO STATE UNIVERSITY, 1885 NEIL AVENUF, COLUMBUS, OHIO 4321(\ Q...l TELEPHONE 614 * 4225001
v A . - - *
~ \." " . . ’.
- . , : /4__\ -
. . R -
N * . - ‘ /
. , 1. ,

- - - A

: . Y
= Dear Dr. . : .
e ! . . ) - -
' ) The Vocational Instructional Materals Laboratory is conducting a study thag we

believe Jyou will find helpful to your profession._ We arc mvolved in developing new

o im-
‘ prove -the” quality of graining®brograms being offcred to students in your area.

'+ ¥ . We need your vallable input as a doctor-employ(cr to m:«llke/' sure the skills- taught
to studegts in secondary vocational programs will meet the nceds’of their employers.
Please take a little of jour time and complete this questionnaire and the brief back-

this study will be usito revise existing M

R ground information shect. The backfround information shect is designed to tell us
’ what type of assistants are employed in varous types of offices in various: areas.
’ = * The quesuonnaire” asks you to respond to two qucstlons\ﬁ)r every task performed in
~ #

your office. The first question asks how .preciscly a task must’ be performed to meet

_°' " established standarﬁs. The secopd question asks¥how proficient you would-want a
- 4 recent graduate from a secondary vocational program in medieal assisting to be in pes
. ¢ forming each task. ) o . , ,
\ Your participation is vitally esseiitial to this projcct and_your generous éssxstanceg.
- is appreciated. Please use the sclf-addressed, stamped cnvelope to return the completed

. * " Hquestionnaire by May 16, 1975, Your prompt response will insure the inclusion of

. your opiniWour study. Thank you’ fot .your professional attitude and assistance.
. . ~ . . - - N
- . .
, A - " 0T . B
. L ' : Sincerely, '
- i ' ‘ ) ' ~ .
] - . N ~ \/;
< v Y
) o \ .
. - . Faith L, Justice . .
R Resgarch Associate’ .
. :
= ~ - - .
' 3
e
s e e 57,

ERIC : . ' ' S ‘ B Y

:

instructional mgterials 1n the career field of}d?cal Assisting. The informa from ’
- ical Assisting programs in ord



SURVEY INSTRUCTIONS :
. o .
We are concerned with designing “curriculum fo provide graduates from vocational .
programs with adequate entry-level skills in the career field of Medical Assisting.- You
can help us identify those skills by readmg the’ explanations and following the instruc——y
tions given below. Please make any written suggestions you -feel will help us in our ‘
effort. - :

1. Fill out the Background Information-Sheet comp1etely.

. ! ‘ .
2. Read each tagk state §eth\e.arequy “Respond only to those tasks which are per-
formed in your office by circling the appropriate number according’ to the follow-
. ing codes: ) .
Criticality indicates the tolerance level .allowed in the performance of -each task
. without significant loss of time, materials, equipment, patient comfors or _safet'y.
- : /

1. Flexible: Relatively unimportant whether the task “is perform’ed in a

certain way,or not. (Example: Read to a patient*) - ’

2. Average Criticality: Deviation from prescribed methods could result In
minor delays, patient discomfort, or loss of resources . ' ..
(Example Administer enema*) '

3.  Above Average Criticality: ~ Very little tolerance may be allowed with-
out risk to worker or patient or loss of resources. (Example: Mamtaln -
- isolation technique*) . .
4, %h]y Critical:  Must be done’ withim strict parameters to avoid irre-
" vetsable logs of health or expensive equipment. gExamp]e Administer

. intravenous medications*)

< ~ — '

- . <" - o)
{

Proﬁcrencz indicates how proficient a ‘recent_graduate .df a seconda.ry vocatronal

program should be in performmg each task ] L

* N
* — . . . -

-

1. Famrhar with nhe task, but not skilled in pérforming it.> =~ .
et Shghtly skilled in per‘ormance can perform under direct supervision, need
“review and practice. . .

w-3. Moderately, skilled in performance can’ perform with partial supervlsron
and Brief practice. , '
4. Highly skilled in performance can perform without supervtsxon, no p"ac- ’
. tice needed. . ’ - .. *
B .

¥ 4 R

»~

- i

3. In the spaces provrded~ at the ‘end of each se&cnon write 1n and rate any tasks that
are performed in yoyr offrce and are not hsted

* .

-

#*Example taken from results of A Study of NursmLOccup__rons conducr.ed by U.C.L.A.

in 1972 ’ -
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BACKGROUND, INFORMATION SHEET
¢
) THIS INFORMATION IS:CONFIDENTIAL AND WILL BE
: * USED FOR RESEARCH PURPOSES ONLY." THE INFOR-
. MATION WILL BE REPQRTED BY GROUP ONLY,

Tt ;
Ed 7
e o

h . '

-

1. Check primary type of a,géncy where you practice:

Single PActice Clinic -
B : Group Practice Hospital ~
) 2...,Number of doctor§ in the office___- - : “
3, 'Medical specialities of office
: pecia. -
4. Number of assistants you supervise- i
5. Number of assistants in the office by joh title: . y
_' - g f - .
Certified Medical Assistant Registered Nurse |
Med®al Assistant—Clinical . k 'Lxéenscd Practical Nurse

— Medical Assistant—Adpnnistrative Medical Technologist

[

. Other (specify)

6. Do you provide on the, job tfammg for untrained Medical Assistants?

Yes No
7. «County of pra_ctxcé‘_ T e
) ¢ - S o - . v
g..1 do not employ medical assistants ¢

Ca . A

o 9. I do net wish.to respond to this survey
B e S R

t

__1‘\ 10. Comments:

\

i
}
!
i
|
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i} L TR:ADE AND INDUSTRI{\L EDUCATION ) a ._.
THE OHIO STATE UNIVERSITY, 1885 NEIL AVENUE, COLUMBUS, OHIO-43210 | TELEPHONE 614 * 422-5001

-

[
- g

S - May 19, 1975 ,

*

Dear Dr. . . ' ‘ ‘. )
I recently mailed to you a survey concerning tasks done by Medlcal Agsistants. I asked .o
that it be returned by May 16, 1975, If your survey is in.the mail, thank *you very much for Y
your professwnal assistance. If you have not returned the survey, please fill it.out and .
‘return it, If you do not employ assistants or do not wish to respond, please take two min- .
utes of your time to fill but, the brief background information sheet, check the appropriate ,
space and return the survey by May 23, 1975. , s
§ . -
"~ As I'mentioned in the cover letter, this survey is part of a federally funded projeat. The - '
" information will be used irra state-wide curriculum development effort in the vocational
training of Medical Assistants. e results of this study will be reported to the Ohio Medical
Assistants Association and eac}gghuntymedlca} society that provided us with a directory. L ‘
If you-have any Juestions as to how this mformatlon will be used please feel free to writk )

or call me at the abqve address. : . . ,

I3

. Thank you agam for your valuable assistance in helplng to make this study accurate and . e
representatwe of the medlcal professxon s opinion, .

- T A R T
- E X &
, \ Slncerely, - . o .-
. : ) ‘ . S ‘
NIV ;
, . . o . - 2 . .
S . A OA%!( . IW }
- . Faith'L. Justice . .
Research Associate N
~ ) " H ‘ -
— . ™ - ’ i



ACTIVITY: \

"o . 1, Circle the correct answer. Choose only one group. .
- n ‘
A task survey packet should include at Ieast the foliowing items: .

T

' . _ . a.. cover letter, instruction sheet, background information sheet, task inventory,
‘ . » " token or gift, follow-up letter. "
_ - b. 'cover létter, instruction sheet, background mformatrpn sheet, task |nventory,
" : token or _gift. i
L - -

c. cover letter instruction sheet, background information sheet, task mventory

«
N

. d. cover letter, inﬁrﬁcgion ’;heet, background information sheet, endorsement,
task inventory. . -

N

2. Match the apprOprnate characteristics and/or functions’ Ilstéd on the right wuth
each componen‘t listed on the left.

~ ES
¥ ; g - ~ N
A. Cowver letter- Charactéristics
. . ) \ ] increases the number of returns
. - B. Instruction sheet - , — states the purpose of the survey
- - > - . . P .
- . . - gives examples and illustrations on

' , - how to fill out the survey .
o _ C. Background rnformatnon §heet‘ asks for information’.about respond-

ents occupation
—— lists the task statements ’
_____is coded
— serves for good publi¢ retations
____ reminds the .aon-respondents
about the survey
,______has a rating scale -
_ =__ assists in interpreting ‘the data

¢ . D. Task inventory

E. Return envelope

F.  Token or gift

a

insures the proper interpretation

G. Follow-up letter . .. of the rating scales
’ ~ introduces you andfor your
: - organization :
- v contains an expression of apprec-
o o ! ’ iation
) contains a deadline for respond
, i J . ing -
asks for, information about the -
. Ct . resDOndents education and
training . ' e
a 2 P . N

~—

‘ .- :. ‘ .- ()1 | . "




FEEDBACK:

S .
A task survey packet should .include at least the folfewing: (c) cover letter, instruc

tion sheet, bac‘kground information sheet, and_task inventory.

A gift or token is Opti%nal. ) .

An endorsement is ional.

A follow-up letter is not a part of the survey packet, but is an :mportant part ;
the survey process.

~ 2 A cover Ietter

" states the purpose of the survey.. -
_-introduces you and/or your organization.
contains an expression of appreciation.

contains a deadline for responding.

An instruction sheet

-

gives examples and illustrations on how to fill out the suryey
assists in interpreting the data.
. insures the proper interptetation of the rating scales. |

A background information sheet

asks for information about the respondents occthatlon

is coded.. :

assists in interpreting the data.

asks for information about the respondents’ educatlon and tralnlng.

A task inventory ’ . N

is coded.
has a rating scale.
Ilsts the task statements

A return envelope
increases the number of returns.

A token or gift

increases. the number’ of returns.
-serves for good public relations.

A follow-up letter - -

~ increases the number of returns.
¥ contains ,an expression of appreciation.
" contains a deadline for responding.

»
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PART H: DISTRIBUTING AND COLLECTING THE SURVEY

’
Y ol —

This section discusses the advantages and disadvantages of mait and personal distribution

..
of surveys as well as follow-up techniques, . _
_ ) ) /\ . . . g

"PEFORMANCE OBJECTIVE: ,

After reading this sectioh, the workshop participant will correctly identify as “true’” or .

"false” statements about the characteristics of mail surveys, personally-distributed surveys; -
' . N

and follaw-up contacts. ‘ , \

- RESOURCES: .

/él’ezjing: pp, 1-2 . “Distributing and Collecting the Survey”\'/'\ . , -
Activity: pg. 3
- - Feedback: pg. 4 ) | P

hy
"
L
g
o
3
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Distributing and - Collecting the Survey

Once the survey instrument is developed and sample size is determined, the survey
material (cover letter, instructions, background information sheet, and task inventory)
can be duplicated in appropriate numbers. It is recommended that the task in\_/entory be *
printed on colored paper to help increase the returns.

At this time, arrange for sufficient supplies of mailing and return envelopes, postage,
and tokens or gifts, to conduct the survey by mail. Mail surveys are the most .feasible when
surveying large numbers of peoplé, many agencies, and many differ‘ent locations , or when ‘
you have access to workérs’ names and home addresses._Sfudents or clerical helﬁ can type
addresses, stampreturn addresses, afffR~eufficient postage to return _envelvopes,. collate all
materials, code and mait- the survey instruments. —.

Student or clerical help can also develop a filing system ‘[or collecting the returns.

If a response codg was used, it wnll/gg necessary to check off respondents and centact:
non-respondents. Follow-up contact should 'be made when the daily returns have dwindled.

The rule of thumb is: the more follow-up contacts made, the larger the number of returns.

Budget and time restrict the number of follow-up’ cont,ac%s that are. practical.
An economical first fq'llow-up contac‘t for a m;il survey is a simple post card reminder.
After returns have dvgindled again, a second reminder in letter form with an additional
survey instrument can be mailed. The letter could suggest that the non-respondent might
have misplaced the survey or it was lost in the mail and would they plea;se fill out and

return the survey instrument provided in this mailing. Two alternatives are a single contact
. g

of a letter or card, withe no survey, or mailing the letter first with the additional survey

®
following it.
If possible, a telephone follow-up contact can be used. Personal requests usually
increase returns. |f the non-respondents do not wish to reply. for any number of reasons

. Y
<try to obtain some background information to see if the non-respondents-as-a Group differ

greatly from the respondents. You can then assess whether the exclusion of their responses

—_

from the survey will bias the results and adjust:for it. -
An plternatfve_ to mail survey s personal distribution. This will often —yielld a higher

percentage of returns than a mailed survey, but requires more time and effort. | Personal

£oa




distri‘bution is a good way to survey a small sample and insure good returns. It is also
best when samipling a large concentration of workers in a few agencies, or if the names of
the agencigs are available, but you cannot obtain the names and addresses of workers for
a direct mail survey. Personal contact also has the advantage of_being good for public
relations. The individual or, an_advisory committge member can make the initial contact i

with the employer or supervisor, explain thé“purpose and process of the survey, obtain

permission to survey the workers, a)d arrange for a time to deliver the surveys and a time

%

to collect them.




-\

CTIVITY:

4/ !

Mark each statement true or false:

4

1.© A task inventory printed on-colored paper increases the, returns.

v

2. Mail. surveys are most feasible when surveying largé numbers of people.

-3.  "Mail surveys are most feasible when you donot have the names of the

respondents.

-

4. Response codes enable you to follow up non-respondents.

5. The fewer times you bother people with follow-ups, the more respbnse
you will receive. - .

"6. A follow-up contact can be a post card,

7. A follow-up contact can be a letter. !

8. Personal distribution is more efficient for a small sample.
9. A follow-up contact should not include another survey.

10. Personal distributions are more efficient for workers scattered throughout’
many agencies.

11. A follow-up contact can be a phone call.

a . .
- . r -
. . h

Yer




it is more difficult to reach the worker through a business address.

.
1

the more follow-ups méde, the higher the rate of returns.

J

including a second survey often increases the returns.

that would entail unnecessary work.

=

Aruitoxt provided by Eic:
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N .~ ' " PARTA: CALCULATING -SUMMARY. STATISTJCS ~ ) -

E ) . 3 & . * C- . e t .

* This section discusses compiling and treating the data. Simple tabulation methods are .
. - . ] -

; \ discussed ang exa‘m;)Ies of zally sheets shown. Step by step procedures are given ‘r figur-

. « ing the percentage of workers who orm the tésk and a relative mPan value for a
-y ) .
L task. ) N :
5 &£ . . . -
i - “ - ) - " . ‘ .
cL PERFORMANCE -OBJECTIVE: _— ) o Y

. After reading this' section, the workshop participants will calculate the corfect percent

of workers performing three- given tasks and calculate the cp'rrect relative mean value
, >

_ - .~ for two given tasks from*sarhple data. ’
JII . e, ‘ \ BN
. RESOURCES®- )
, R

] 5

N T

. . -’ “
Reading:  -pp. -2 , “Compiling the Data” k
: pp. 25 Calculating Simple Statistics - (\\ L
- h - R * ' . i
. L. . ¥ . b ° - - -
Activity: pg. 6 N . 3 .
. . .
. . - ' 2
* ! . s " ) . - ’
- sFeedback: pg. 7 : - ‘ - : .
Q 4 ':@' ¢ -
', L] - - “»‘. e 1
r ” -
M -
- - % *
‘ . ' ’ * v
L 4 N . g
-— P - - +
. . - ¥ « k - 1
- . . ’ i(_ .‘
5 : . - . . )
. - ) - - - 4 . . -
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» N . ' .
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" comes in, record the information in the approprlate rdw This allows you to Jook at

Compiling the Data - . : . - .

.

L) -

W_After alt the surveys are collected, the next step in the task survey pFocess involves

] tabulatmg and compiling the responses and performing any appr0pr|ate calculations You

L e

must first design a tally sheet for the background |nformat|on and one for the taslc
data. A tally sheet should be ruled in rows and columns. This facilitates uslng it for
summarizing the ¢data cdllected Student or clerical help can tabulate the responses as
théy come inor tallfthe total response at the concIusnon of the collectlon perlod

A simple way to tabulate ( background |nformat|on is to I|st/2we questlons or +’

3odes for the questiens downﬂthe left ‘column or a wide sheet of

-

per. As each response

the re_gponses at the end of the collection pernod and see if aniy dnfferences exnst between hd
those people who responded early or late. Averages ranges, and(‘stendard deviations

can be flgured for the total responses at the concIuS|on 6f’the collection period. “See

Figure 4 -

- > -

" {1) Yrs..in ) ) *

i |8 5 ol 4|y belulale

(2) Yrs. in ) . R . ES . : v

Occupation| /0 [/57\ /0| 1" 4 &-1/3 |85 (/8| 2| /2

R A A A A AR B

. {4) Sex M — 1 B e v - -
(5) Sex F {7 K Ve "_ I ol VR BN PR
. . ' Flgure4 . T .o
e o Sample Tal’ly Sheet for Background Data ' ’
‘ .
-~ ,{ B ~

e+ The tally sheet for zhe task data should have the task numbers of codes Ilsted |n

the left solumn and a column allowed for each possnble Tesponse to each questlon asked

on the task‘mventory See Fugure 5. v ! “ .

Y .
- 1%

You may “wish to add extra columns on the tally sheet’to facnlltate reoordmg the

" da t‘otals such as an extra calumn for“the relative - means for each task and/or the '

percentage of respondents who mdlcated they perform that task.
. ' ( ‘ R .

32!




- T o
o LA ' ' !
. . U ‘ -t VAR N .
' ~ - - R A - L/ - LN L3
. Frequency of Performance _— " . Statistics
. Never Once a On'c:e a week  Once @ ‘Several | Percent » . . Relative_
2 month or or several, _ day, or, - times at  of workers mean
g less _ times a severalfifes  day who perform -
. Z _\_‘month a week task k)
% ’ ~ ) . /" \ .. B
o - o 1., ° 2 /3 4
= Y <
“ - » o -
1 5 .11 20 30 0 “34 .95 2.77
. . » . .
r a4 3 ' uw cr 45 . 99 . 3.22
3 vt e 7 0 . 80 138
& 2. 3 § . . .15 75 98 388 °,
. .
+ Figure 5 ' .
. Sample Tally Sheet for Task Data N= 100 S ..
. . B ) ’ ‘1 1
g . T ’ b AT
Calc latlng Snmple “Statistics . . .

.

When the group tallles have been completed it is easy to pérform some snmple
" calculations using a hand calculator. #Again, student or clerigal alds could perform these
functioné, One measurg to examine_is the percentage of respondents who actually® perform
the task. The total nurnber of respondents who indicated they. perform a task %t some
time is d_ividédab\} the total numoe? of respondents. : : ‘ ' -

Example: Look at-the data in Figure 5 for Task 1. T0 caI%JIate' the percentage

-

of workers who perform task 1: _ ' L
. . N g .-
- ¢ hd ’ *
- 1. Add the’ numbers in eac‘esponse column for that task that rndrcates
performance.* . :
. rd ' -
Response column - . * Numbers
- ’ ~ . -

Once a month or less ™
Once a week. . . . . ‘
Onceaday......s .
Several times a day .

T ’ 95 Total number of workers ‘who

- . LA L4

) . N * # indicated they perform, the task
e at some tinde. .

.

f%s: g =

.

*The nugnber of responses .in the “hever’’ column would not be inélqded in this total.
. n) : -

N - .
- ’ 4 e & p
- - . "« ’ had .
’
.




s .
2. Divide that sum by the total number of respondentts.

- .

B \ 95 = Total number of workers who “indicated they perform the’ t‘ask
’ \ . —
. 100 = N total number of respondents . ~
_9__53 = 95 percent of the workers perform the task at some time.
100

i

-

O\ Another usefu] measure is the'relative mean Vaiue for each task for each question.
Calculating a mean value prodices” a numerncal average which can® reflect the relative
frequency, criticality, or importance of each task to aII the other tasks. Nemencal ‘
data about the task can provide'a mean value that will indicate'th‘e rélative position
“of that task with-all_ other “tasks according to the questlon asked 'Lo derlvé a relative

“mean value for one task, follow this procedure

- .

1. Assign a numerical value to each possible résponse for the question. ; i

-

2.  Multiply the number of respordses in each column for one task;
times the numerical value assigned to that column.

Add the products obtained in step 2.

4, . DlVlde th

of the products (obtanned in step 3) by the total

\ “

number of responses for the question.

) Repeat this procedure for each task.

The retatfvé mean should always be reatgr than or equal to -the lowest value and

LT - v

- E

© be Iess than or. equal- to the hnghest value ass"rgned fo " the coldmms for each questron
The mean value aIIowQ ranklng and reorderlng of the tasks accordln‘&\Q a snngle number.
It also allows’ comparrson of how a task ranks acro«ss several questions. This will help § 4

®

wlth analyzing the data and drawnng conctusrons e

" EXAMPLE: The questlon asked of the workers{;n thrs example is ”How often -

+.. do you perform ﬂ’us task?”’ The workers responded to one* of §ive possnble answers

- Nevér, once @ month or less, once a)week or several times a month once a day or ‘ ’

several times a week, several times a day. T o a
¥ : )

Accordmg to the data reported for Task 1 in Figure 5,.each response column was ,

‘assigned a numerical value: 0 1, 2 3, 4, respectively. Next (step 2) the nOmber of l :

. ‘responses ‘in each column for Task 1 was multiplied times ‘the numerical value® assigned

to that column: - . - . L .

~

o

[}




2

~ No. of responses per column - X Column value * = | Product
Ty, .: . » o o~ -
5 -0 S
T ] N " '
20 - 2 ‘ 40
3 . "3 . 90 '
Total no. -of reSponses = 100 ~ Sum of the Products = 277

iom these calculatlons .you can see that the, sum of the prodt)cts for_ Task 1
vis 277 (step 3) and the total number of responses ‘for that task |s 100. To derive .

the flnal number that will give you the relatlve mean, divide the sum of products by -

277,
_ 100

}

the total’' number of responses

(Step 4) / .‘ .'

= 277 relative tméan for Task 1 for the questlon on frequéncy
of performance

It is very important .in -analyzing data to divide the sum obtained in Step 3 by
the total number of respondents and not just the number of respondsts that indicated .

they performed the task Dwndnng by’ the total will give a relative mean value for .

7each task for a defmed group ~all of the respondents). I the sum is duwded by only
the number of respondents who mdncated they performed the task, you have no way of

puttlng the tasks in relatlo' to one\another _For example after calculatlons two .

- tasks miay have very similar mean values but one is performed by-95 percent of the .

work,ers., and the second is performed by 15 percent of the workers. This discrepancy e -

»

would have great effect on the analysis and” conclu.slons ~

AJ

- These operations (percent of workers, and relatrve mean value) can be performed
_on_any group of the data. You may wish to look at tle entire group or subgroups of
the respondents The |nv?1tor|es can easily b& regrouped accordlng to specnflc questions

of interest.” You may wish- to look at the data as reported By- respongdents with:

different job titles ' . ' : . .o

.o different numbers of years of experjence _ - )
different training .«
vBcational school egutation T .
varylng salary rahges. ! ’ . . " <

. -~ experience in dlfferent types of agencles ’

-




L I

Any ‘question asked on the background iprformatior{ will allow regrouping the in-

ventories-.and retallying the resul‘ts to ,com‘paré the groups for differencﬁes and similarities.
Record the data for the’ subgroups first, and then total the results for tr,\e ‘entire group:
I\ access to a data processing system is available, it may al'l.o‘w mafly comparisonis that
1d be unfeasible bﬂy\h'and. 'Sbme systems Wil_l also re;_:;roup the data after it has
been entered. Consuit with the systems operators to ascertain the form the data must

be in for processing. ‘ .F T

A

*
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ACQVITY:

1. _Calcﬁlate the percent of workers performing tasks nﬁnbgf 1, 2, and 4.

(Formula: percer'xtagg = number of workers who perform the task at some
time divided by the totaL number of respondénts.)

2. Calculate.the relative mean value for performance for taslks number 3 and 5. .
SAMPLE DATA
N = 100
Taask Never  Monthly. . . Weekly. . Daily. . . Severale. .
1 . 83 38 7 2 0
) 'ty 18 25 34 12
.
3 2 9 18, 29 42
‘4 10 17 38 21 14
5 18 24 30 21 "7
M \ ) * 1]
..’ -
4 ’ *
/ N J ® !
N - . -
.‘ a N - 7
. - - ‘J




" FEEDBACK:

1. Task 1
Y38

7

2

47

Task 2

18
25

12
89

Task 4

divided by 100

’ *
divided by 100

a,

90 divided by 100

2. Task 3

LN =
rocooomrg,
X X X X X

300 divided by 100 = 3.00 .

0=0
1=9
2 = 36
3 =87
4 - 168
0=0
24
= 60
3 = 63
4=28%

175 divided by 100 = 1.75

= 47%

= 89%

= 90%

+
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PART J; INTERPRETING THE DATA
This section discusses different strategies and rationales for analyzir;g and interpreting
the data according to the percentage of workers performing the tasks and the-relative

'mean“value of the tasks for any guestion a_sked.

PERFORMANCE OBJECTIVE: .
After reading this section, the workshop participants will rank a set of sgmple tasks
according’to a minimum criteria given for percentage of workers performing the task
‘and relative mean value for frequency and criticality. The workshop parti;:ipants will

analyze the sample ranking for inclusion in instruction.

RESOURCES:

Reading: pp. 53 - 54 “Analyzing and Interpreting the Data”

Activity: pg. 55
Worksheet: pg. 56
Feedback: pg. 57

-
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= Analyzing and Interpreting the Data .

3 h -

After the survey responses are collected and tallled and all sfdtistics calculated the

hext step is tp analyze the results and interpret the flndlngs for. curriculum purposes

o= , Once the appropriate averages and percentages have been claculated, you should ;earrange

ﬂ)e tasks fof easier anaIysus and |nterpretat|on of the data. This process involves making

serveral deersrons concermng the questions asked abouteach taa One of the first '
- decisions to mrke in r-earranglng the tasks is to determine the percentage of workers E
that perform a task before it will cbe consndered for mstructlon This is based on the ‘ }
ratlonale that it is meﬁhlent to instruct an entire class on how to perform a task

“ if it is actuaIIy performed by a very small percentage of the wor’kers These tasks ‘

may be obsolete or very specialized. In the folfowmg example the tasks first conSIdéd

are those performed by at least fifty percent of the respondénts to the survey. Looking

~
at the sample data in Figure 86, Tasks 1, 2, and 3 would be considered for mstructron

based on the percent performing criteria; : - o

) o ' . " Figure 6 . -
Data Collected fo'r,Duty A . - " «
‘ / -
‘' Task % of workers peFforming tasks Mean for frequency\\ Mean for Crltlcallty -
) 1 9%5% . C177 2 89 -
2 82% - L. 2.54 1.76 R
- 3 98% ' E 291 * 272 Mo
4 . 21% o 1.01 ; 52 g
5 45% ' . .89 2.72 :

PRy

: '’ : ]
. Tasks 4 and 5 should be set aside at this time-because they did not 'have the
' /

- required percent_a_ge of’s}vorkers performing them. Next, look at the mean" value for
( frequency of performance ¢om the three tasks seleéted Decnde how freq/uently a task

) should be performed before it |s to be considered for instruction. In /I/hIS case we have
arblt%rfy decided to choose all those tasks having oVer=a 2.00 reIatnve mean for ,

. ' frequency of performan . ; This cut off point will let us mclude aII/thos; tasks that
L4
are, on the average, pemw at least once a month. According to this criteria, Task 1

I
- ' "would be temporarily set: asnde and Tasks 2 and 3 will be given further consideration. :

b These tasks are next examined for the *e1ative megn value for cri/ticality of performance.

1

¢




. ‘ . . , 0 1
Again, decide on the miftmem level of criticality that the task must have to be

\J
considered for instruction.. Again we_have chosen 2.00 as our cutoff point. » This

would indicate that all tasks in this category have average or above average criticality.

iven further consnderatuon We now hale our tasks ranked accordlng /o ou

According to this criteria, task tw\/)uld be temporarlly eliminated, and tas;zhree

ee
ritéria:

- - ’ - . Y

Task ’ . . jg' Perfarmance -b a Criticality -
3 98 . 291 . ‘ 2.72
82 2.54 . 1.76

95 1.77 ' 2.89 ~

45 .89 N 2.72
27 101 | 52

. _ -~
As in any ranking.procedure, the items at the extremes of the list will be the
most discriminated. Task _three obviousl.y passes all the criteria for inclusion. It is
. performed by a large Eercentage of the workers, it is performed -frequently, and is con-
sidefed highly critical to job success. This task should definitely be given a high priority
as an item for instruction. On the oth end of the scale, is task fohr Very few °
workers perform this 2task. 14 is unfrequently performed, and has low importance to
“jobr success. This task can be given a very low priori(y/as an i1tem for instruction.
"The closer to the middle-’of any ranking, the %ess‘discrimlnation there is between
/‘ltasks: Look at tasks two and one. Both are pe_rformed by a large percentage of
workers, but thep have'va'rying ratings on the relative means for performance and criticality®
Task two is performed very aften, but is belov'v average criticality. Task one is performed
infrequently, but is consrdhred very critical to job success. %’bth tasks have stroﬁ in-
. f\drcators that they should be included in consuderatlon for instruction.
Task five provides an interesting problem to interpreting the data. -.It 1S, per-
formed by less than fifty percent of the workers, is performed very infrequently, but
It «ritical to job success. In this case, the instructor must look at the nature of the
, task and deci@e its priority. The task may be some emergency or safety practrce ‘
that s performed by on\y a few workers mfrequently, but it is vitdl that the procedure :

be performed correctly when necessary.




\( + . - -
- ~»These exdmples illustrate one way to. rank and reorder the tasks into priority levels,

for consideration for instruction. There are other educational cons‘deratrons that should .
be taken into account when’ revnewmg the data analysis, dfawmg conclusions, and maklng

decrsnons about mstructlon. Sope tasks maﬁprovnde a good medium for teaching a

< certain skill or they may have student motivational value. Some tasks, although .not.
performed often, may be basic -to Iearnmg more advanced tasks Loca! consideration., . _
such as these, can be determining factors for tasks that are not clearly discriminated
] . ‘by the suivev data. o L
AC‘I"IVI\TY: \ ‘
1. Rank the foliowing tasks accordinq to percent frequency, and’ crititality.
, Mmlmum fevels to be used frfty percent *or more of t 'workers must perform
the/task = values of 2.00 & greater foe frequency andStncahty.
) Task P Yo Frequency Value ‘Critica!ity Value
i . Y 57 1.69 © 2.03
o 2 74 ® 226 2.38 /
i 3 - 35 1.35 -1.74
a -+ ez 1.88 211
. 5 - 83 . 245 - 252
, 6 _:88 262 Y /
_ el 1.60 S Y N
.8 77 2.29 To238
. 9 28 1.18 60
' 10 78 2.31 145 . °
S 34 1.29 166
12 63 1.92 7208
¢ SR 2%0 272
s 14,7 80 2.38 2.51
T 15 62 . 1.98 . 2.15
\ T -
2.. Circle tr\e group of tasks that would definitely be considered for instruction.
. \g - Strike out tasks which could be eliminated. Draw a line under tasks which
: ' need yurther consideration.’ Starrthe task that poses a special problem.
9 : - 2 -

]
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- FEEDBACK:.
’

- b Task ,' Frequency Value / Ctiticality 'Value‘
. ne _ .

vy

280" .1 £ o
2.62 , e
2.45 . 252
238 : . 251
220 YR
2.26 - ' *238
2.31 145
1.92 ’ 2.08
RTY ‘ 215
62 (== . 188 - RN
57 . (-  1eoe\ - 203
26 - 1.60 ' 2.08
1.35 ' e -'1.74
. T 129 “ » RE
8 18 L S 1i)

cl~ ' .'.

-

£Y

" 2. Tasks 13, 6, 5, 14, 8 and? would defnmtely be mcluded for mstructnon They'

4

"meet all three mtmmrrﬁ cn%ena levels. y - . v .

. Tasks 3, 11, and 9‘ would be eliminated from consideratien, in that they meet

", none .f the minimum Ievel%: . N D w

Tasks 10, 12, 15 4 anck T*need 'to be further. evaluated They meet two

. out of three of: the minimum criteria levels.

Task 7 poses a special probIeTn in that it is @erformed by a. lg\"percentage of )

workers and is performed mfrequently, butis highty crmcal whefi 1t is performed

e 4
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'ﬁ.e following survey reporta are presented- ay ex‘amgleea of the ) .

proce‘dures discuue) in the preceeding ten mod'ulel. m«; the two i
reports careful]y noting the use of the procedums and how '_bhose / - v
pmcedurea affected the uu.emlneu of the data, Note any shortcomit;ga i
and/or correct application of procedurea i . ‘ v.
ad Shen. you have finidhed evaluating the reports, .nsﬁr't;e ﬁx_ v S

Refer to the

- questions in the Jghk Survey Strategy Evaluatiop,

/l{imy reports and/or the modules, if necessary,
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AP 'INTRODUCTION = :

—

' A survey of Certified Dental- Asslstarfts was undertaken as part of the E.P.D.A. Occupational
Analysis Project.
at the T & 1 Instructlonal Materials Laboratory

It was conducted durmg. September: and October of 1973 by the project staff
Its maln objective was to develOp, field test and.
. valldate a standard survey procedure to belused later in exténsive task surveys. Conductmg thxs .
« survey helped establlsh standard in-house procedur% and in-service training for personnel to be
mvolved in future surveys., The dental tant survey pronde’ an estimate of time and cz/
mvolved in conducting a task survey. A second objective was to prov1de data for usel int

analysis of the Dental Assisting occupatlon to take place in the Occupational Analysls Wofltshop

\

»

held dl‘mng‘the summer of 1974, o
‘ PROCEDURES -

. v . »
' >

Development of the Task List

The task list used in the survey instrument was developed from z suggested course outlme
m Dental Assisting publlshed by the I.ML in 1970. The course otitline was developed by a panel
of nine dental assisting mstructors and edu,catlonal personnel

Aétmty statements were taken d1rectly from the outline and clustered under the following
“duty headingS‘\. Chairside Aslslstlng, Chairside Assisting, Specialities; Radiology; First Aid; Micro-
/&l;armo%ology, and Office Management. -All

The remaining activity statements were

- biology and Sterilization; Dental and Lab Materials;
statements referring to classroom activities were delet
reworded to fit a standard ét.ask fax}guage ’I?ae result was a list of tasks stated m“beha\noral terms

dy
that descrnbed the actmtresa Dental Assistant performs on the job.

} PO e

The survey lnstrument conslst’ed of six ‘pages of task statements listed under the duty headmgs

Desrgn of the Survey @strument

Each respbndent was asked to answer the questlons of “How often doyou perform thrs task?”
and “How important is the corre¢t perfornfance of this «task for ;ob success?” The respondents
were to .indicate their Judgments by. checklng one of three answers for each guestion. Frequency
of pertormance was divided inte subcolumns labeled “Seldom,” “Occaslonally, and “Frequently
Importa,nce of performahce was dmded into subcolumns labeled"‘Sllght ” “Moderate,” and “Great »
These two categories of, 1nformatlon were selected on the basis of a re\new of the literature
including suggestmns from “Process and Technlques of Vocatlonal Cumcul *DeVelopmerlt” edited
by‘Smlth and Moss, publnshed in April 1970 by the\anesota Research Coordinating Umt It
. was felt that ‘t-he data from these two questlons would provide usable infolm
wQuld mdncate the tasks most common to all Dental Assrstants the tasks most often p*tormed

tion. Thwe ‘questions

—- the tasks most aften performed by the greatest percentage of workers and the tasks mos} Fntlcal

. to occupatroual success. s

. « ' . . R o - B .
0 « . .. . - «‘-'A . s v A . ’

4




The survey instrument ‘was prefaced with a cover letter giving background information -
on the sugvey and project. Also included v;as an instruction sheet giving directions for
completrng the survey mstrument" See Appendix A for examples ol,‘all the survey materials.
Survev Population o | R
_ The surfey population was dgfined as all Certified Dehtal Assistants who were members
of the Ohio, Dental Assistants Assoctatron No‘uncertlned Dental Assistants or non-membgrs’
of the O.D.A.A. were included in the populatlon Ms. Marjorie J. Dolkowskl president of __
(?.D.A.A in - 1973 supplied a list of 154 certified members and their addresses. One hundred
fifteen people constltutmg 75 percent of the populatron were randomly" selected for mcluslon .
in the survey sample. erty-frve people eonstltutmg 57 percent of the ‘sample and 42 percent
of the population returned the surveys. No background m_formatron was gathered except for

facts volunteered by respondgs concerning the type of institution or"position in which-they -
™ worked. The lack of background mformatron limited the analysns of data and indicated the
neequr \(;h data in any future surveys . . ) )
DATA ANALYSIS- ) '
The data preseated in the sxtion titled, “Report of the Data” is the data collected from

»

the Gertified Déntal™Assistants whe -were mex‘nbers of the Ohio Dental Assrstant Aaaocratlon
- Beeause of the lmhted response and the small smaple size, caution is advrsed in attemptmg to
s “draw any conclusions from the data. It xs.provrded stnctly as an example and does not ’
necesltanly represent the total populatxorr o Dental Asslstants in Ohlo v
'IL.he data is reported in the following. manner. 'I‘he task statements are Yisted on the left
side of the page in the order theg appeared on the task inventory. The nght srde\d; the page
ls divided mté two reglons 'I‘he dxta on frequency of perfeTrmance occupres the first frVe
columns and the data on 1mport‘ance of perform“e occupies the next five columns. See
' Rigure 1. : E ' S o 2
TASK INVENTORY * ' 32

Dental and Lab Materials X
1. Mix zinc oxide-eugenol ‘for base .
7 Vand temporary. . . 1 1 8 557 280 3 1‘7

.
» t

The data for. frequency of performance is reported ‘l)n columns labeled “Never,‘,’ "Seldam
“0ccasronally,” “Frequently,” and “Averake ”. The first four acolumm contain the number of
reeponses rndlcated pn the returns m‘ those columns «for each task The Ilﬁth column contams .

Ed




the relative mean value derlved for each task for the frequency of performance\ 'I:he data s I,
for frequency of pertormance reported in Flgure 1.is read as gllows
R ] Column 1 - One person indicated he/she never performed the task .
' Column 2 - Orﬁe/ person mdlcated .he/she seldom performed the task .

. . - Column 3 — Elght people mdlcated they occasronally performed the task
;_L Column 4 — Fifty-five people 1ndrl:ated they frequently performed the task .‘, : .
BN . The data for impartance of perfoqnance is- reported in the mext five columns in the same

manner as frequency, except the fxrst four colum;\ are labeled “None,” “Shghtly, 4
“Moderatei’ and “Great.” Lookmg again at Flgure 1 the reported data under 1mportAnce .
can e read in the ollowrng manner: b
C(olumn 1 ~ Three people rated the task as having no 1mportance to their job success '
Column 2 One person rated the task ‘as J;avrng slight jmportance . ! ‘
Column 3 — Seven people rated the task as having moderate importance
Column 4 — Fifty-four people rated the task as having high importance o~
r1"he fifth column contams a relative mean value for each task for the questlon of importance.
The relative- mean value of a task for any question is.a single number, that facrlltates the rankmg
U __of these tasks, these procedures were followed: . =,

P
-

1. . A numerical value was assigned to each response ‘for each question.

-

) " 2. . The value of each response column was multiplied times the number of responses
in that column for ont task. . _

A ) 3. The pr ucts obtained in step 2 weres added. e . S . .
\’ . 4 The sum® of e products were dmdid by the total number of yéspo returned ,
EXAM]l‘LE To {ind the relative fean of frequency far the previous taslS example multiply the

,colunm ‘value times the number of responses reported in that column for that task:

L= -

- . .
. " Column . "Valle - - X No of Responses - Product
. ——' . . y Y- ) I .
T Never 0 N L1 0 -
‘Seldom : 1 - . by , L= 1
Occasionally . , 2 . * . % . "16
i Frequently ) 3 , " - 55 1_6_5:_
\. | . * s

and reordering of tasks in relation to all other tasks.. To calculate a relatxve mearr value for each

Frequency ' Importance
? ’ » . .
. 0.- Never , * 0" None T S .
. . ! >\ . 1 - feldom 1 - Shight o R
. L 2 - Qkcasionally 2 - Moderate  * . ’
' 3. Frequently . . 3 - Great ' P .




\c
| . -2.80 2.80 is the relative mean value for that task for frequency of performance. . ’
= To find the relative mean value of importance for the prenmmple go through
the same procedure usmg the data from the second section that co the totals {for
" lmportance. Again multiply the columm values times the number of responses repo d‘in oy
* e that column for that task: - Toer ‘ .
) Column Value X - No. of Responses = = Product
" Nome . 0 3 0
B Slight - 1 1 ‘ 1
Moderate 2 ) - 7 . 14
oHigh. ~ 3 T . 54 , ~162
-, 65 . - 177 -
) Add the products (sum = 177). Divide that sum by the total number of responses 177 =+ 65 =
272, 2.72 is the relatlve mean 'vdlue for importance for that task, . 4 )
) Thrs procedure is repeated for each task for each question. Once the relative mean value ’
i -iis'determrned it is easy to rank the tasks from bighest to lowest values. 7I‘able 1 is an .
* " example of reordered tasks under the duty “Dental and Lab Materials.” They are ranked from
most frequently performed tasks to the {east frequently- performed tasks accordmg to “their .
relative mpan valués for tre/yncy S ) - T - T T
) B ‘ - \ ‘ *
H -
) Y
~— 1 3
" ' o ) . » .e ’
A {
A Y ‘ » - - b
. - ‘r " - ’ - l
- " - . . !
- ’ \
L 4 s ! { - ‘\‘; " - ) s

<

Add the proriucts (sum=182.) Divide the spm by the total number of responses: 182 -~ 65 =




0\ / ’ / )
. S ! oL - Table 1
- : - ) ~, Dertal and Lab Materials
" . Mean Va]ue?: Task No. * Task Statement : -
'2.80. 1 .« . Mix zmc oxxde-eugenol for base and temporary - )
’:\ 2.604 . 3 T Mix ama]gam for restorative pur‘poses . —
\‘ 2.71 ~ 2 Mix zinc phosphate for temporary“ cementatlon base fllhngs )
,. 7 262 - : 9 Mix alginate to take an unpressxon . ) -
. 5.46 e [ Mix rubber bas; and load syringe for impression
* " 245 11 " Pour a ﬁiaster,mold ! )
. 242 12 Pgur a stone model )
- 2.38 4 Mix silicate for restorative purposes -- . ‘
2.38 5 ‘ Mix resin for restorative purpases ’ ' -
2.31 ) , . Mix acrylic for restorative purposes B
2.29 _A o 13 Trim a stone and plaster, modgl )
o ‘2'.26 . 14 Make a partial and complete impression tray (custom)-
- 1.98 o 10 " - Box an impression _ o \ _
1.92 19 ~ Prepare compounds for impressions )
"1.89 17 Mix silicones for impressioh
.- 188 . . o2 Construct wax rims L
v . 1.80 15 _ Mix metallic zinc oxide base for ah impression )
1:80® © 20 - - Construct a base plate , |
1.75" -1 Prepare gutta percha f(;r temporary fillings ]
169"~ 8 Select and bead trays ) e, 1
, 160 22 - Adleulate models '
s 1T 18 Prepare’ hydrocolloid for ‘an impression ’ |
) .1.57 27 - . Construct an’acrylic temporary crown ( . . i
71,40 ] , 23 " Carve wax patterns . - . - -
" . L 35 / 24 Sprue and mvest wax patterns :
. ) 1 29 | / d 26 Clean and polish wax patterns - . L
L " 1.18 | ,_25 Cast wax pattern s _ 1




FINDINGS AND CONCLUSIONS .
The sux’v%\/accomphshed its first objective of developmg ahd field testmg a survey process
and determining time and cost factors. ’ -
The process consisted of three phas.es.“ | '
-1, const_ructing a task inventory
2. acqiliring information about each task
3. analyzing the task data ,
 This process was field tested and standardized. As a result of this survey LM.L. personnel were

trained in this process and procedures were implemented to smooth the mechanics of the process,

»

Task language and rules of construction were standardized. General formats were developed for _ »

the task inventory, cover letter, and instruction sheet PrintinSschedules, collating, mailing
filing and tabulatmg were refined., Basxc statistics and analysis procedures were tested This
provided a basic procedural model for future surveys. Time and cost factors were determined
for budget purposes. The expenses of composition, printing, rgnscellaneoug labor and supplies
are listed below: . : | ( .

/

Composition time (10 hours) © .  $50.00

Printing (paper and time) 11.50"
‘Miscellaneous labor 38.00

Mailing envelppes (115 @ $¢16) 18.40

Return envelopes ) .60

Initial postage (115 @ $.16) - 18.40°

Return stamps (115 @ $.08) 920 - .

Total | - 146.10  $146.10 <~ 63 = $.43 cost per
- , RN

- T ¥return

~—

The secon(i oT)jective was to provide data for use in the- analys;' of the'D’en\tal’ Assisting

‘occupation to take place in the Oceupatxonal Analysxs workshop hel ing the summer of
1974. Some problem,s were encourntered during the survey process which prevented the collecting
and reportmg_ .of totally acturate and valid data. Caution must be taken not to generalize the
results of the survey to all Dental Assistants in _Ohio. This particular su‘x"y.ey lacked beckground,‘.
data. The only cha';acteristics known about the respondents are that they.were Certified Dental =
*Assistants and members of the Oluo Dental Assistant - Association. There is no way to know how
representatxve this sample is of all Dental Qmstants in Ohio. " 1-7‘- /(

The cgptents of the task list was vahdat;ed The questions.asked about each tsk, howeVer,
were.100 general and the response scale‘: too narrow to obtain sutflclen( discrimination between

tagsks-to enable concise degisions. On the mstructlon sheet the xesponderfts were asked to check

ome of the three subcolumns-Xhjch expressed their Judgmegof how often’ the task 1s performed"

anq. “how important the correctYperformance of the task is for %}b success -

. ; 92 .




-

* compared to all other tasks. No criteria, éxplanation,, or examples as a reference for “the

-times a month " as possible responses ‘to the question or frequency of performance would

-

respondents’ “judgment” was given. Consequently the responses indicated ip each subcolumn’

can be mterpreted only in a relative fashlon For example One respondent might have

thotight that.a task performed weekly was frequently performed and marked -that colllmn

on, the survey. Another respondent might have thought thava task that was performed

weekly was only perfqrmed occasionally, The use of more specific and self explanatory -
terms such as “several times a day,” “dally or several times a week ” “weekly or séveral

have yielded more accurate and usable data. ‘ , - T

The use of only three possrble responses to each question also limited the data. Such’
& narrow scale as th1s did not prowdé'%nough chorces for each respondent to dxscrumnate

f?’ accurately between tasks, especially in evaluating the tasks for lmpor,tance If the tisk was

performed by the respondeht, it was usually given a rating of at least “Moderate” importance,
There was no way’ to discriminate betwesn the tasks that fell betqeen the two Judgments of
moderate or highly important. * Since these terms were not explained, or examples given, it

ls impossible to interpret how close each respondents concept of slight, moderate’ . :

. and high importance was to each otheg. As a result of these observations a more dlscnmmatlng ,

and specific five point scale was used on all of the following syrveys. . ) .

Another major problem encountered in this survey was control over the accuracy of the "~ _-

tabulation. As a result of poorly marked surveys, counting the responses was very drfflcult

and the totals and averages reported are not completely accurate. The- sectlon on the duty

“Deutal and Lab Materials” was retallied and the statistics refxgured so the exaniples used i m :

thls report are accurate. Whrle some totals vary, the: dxfferences on the recount was usually
‘W

at the seeond decimal place: - '
In. summary, this 3urvey contamekseveral weaknesses: lack ot

accurate explanation or examples for the questions asked about eac'h ﬁﬂﬂ o
between tasks because of llmlted response choice, and diTicu tallylng the respornses s '
These weaknesses became apparent during the syrvey process analysis of survey. data SN L
A.s g result of this’ studyr correctxons’hnd 1mprqvemenis were made 'tg the process and B

lmdemented in all future surveys X o e W e

.
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- > ) . Frequefy of Performance  Importance of Pegformapc-e‘ .
TASK INVENTORY » - = ' CafE e | Bl lsle s . -
.+ DENTAL ASSISTANT® . ' S B A R B 0 i el B ,
Chairside Assisting . ’ 1. ’ 1o F L
I. Opsn dental ofﬁce . .o 0 7 - 6§ . 2.8? | gil2, c_1.7 46 | 2.68 T
p Preparatlon of operatones / - 0 12 1 1B 295]Q 16|74 290
) 3. Operate chair ~> : ' o3 |13 621276 0 3] 14]59]274
. 4 - Operate dental unit ol fig] 52125200 7| 14] 50| 261
'S, Greet patient m . “olo|o.l e | 2880 o4 [ 295
6. Seat patient . E - | 0ol2]|71=69 |-286]0 1| 10] 61 283
7. Set up and assist for ap exammatlon . - of 214 531 2800|350 ?.94 -
- 8. Chart usmg the umversal ‘method . |98 ; 43 2.52 1 14] 8 /4&-”5.68' -
9. ‘Chart using Bosworth method ' g . Moasls’] o |20 f2 [of n|Bfrs . )
10. Chart usinc Palmer's method . ‘' 2f22|le [ 26 | 2002 |[-1f 17 2l '
- il. Set up and assist with"Flourid'e treatment . - /__;_ﬂ . 1 115 ?O ) 24' 2.12, 1 6 >31 241.? 2.26 - .
12. Set up and assist with prophy‘laxns : v l1al 4 38 |32 1L )5 14]33]249 T o
13. Use dental, floss ' ; 1far] s |35 | 234 LJ 3|6 |3a)266 .
I4. Demonstrate toothbrushing® ' CoJa |11y @ | 2590 0. 6 |'46| 2:88 " - .
IS. Set up and assist with local anesthetic \ - volalio} 50 '2.12( 0|28 |40 2.8'0‘ g
16. Retract tongue and cheeks 0168 | 46 26710 |4] 4 |'54] 2.81
17. Use and clean the gral evacuator o " O _ 217 5_2 282 | 0 0 é 521 2.91 o
18. Pass ‘and recelve mstruments with one hand and thh two hands } 0f3]6. 51 28010 Nl’ 1 6 129] 278
19._Set L& and assist with an amalgam procedure o011 15. 37 ;2.84 "0 |1 ] 7. |45} 2.83
20. Set up and assist with'the placement and removal of rubber da’_m O' 13] 22 30 ‘ 2.26 }40 M) 21]26]-243 .
4 21.-Set up and Asist with amalgam polish . < o lslie 2 | 207 [0 fo.| 13] 5] e ’
C 22, Sé up_and‘ assist for/a porcelain. procedure ) olsi 9 47 | 26910 -| Is L ni41lb2724 7 p
v - ) ) . , . s , . .
» 95 . N 96







24

[4

> - . - o 5 T g . ? o - ni - i
TASK INVENTORY ,] ' 3| 3 § E s 5 3 3 g £
DENTAL ASSISTANT v '
\ ’ "Chairside Assisting (oont.) ) o
1.. 23. Set up:ahd assist wi}h a porcelain proced_ure . 0 16 1% /J 32, 2.‘27 , 0 _ 9' 191234 2.27
[24. Set up and_ assist with a gold- foil ptocedure 0-435]9 13 F 16l| O 17] 14}24}2.13
25. Set up and assist Ivfor' an indirect gold' inlay' pup ~ 0ol 17112 29 2.33 03 719 |34]254
26." Set up an.d assist with cementing a gold .inlay ) 0 - 101 10 . 38\ 2481 0| 4| 5 |507]278
) 527. Clean operatory after a procedure 0j01{]Ss 58 ‘2.92 0 4 .53 2.86
28. Drain and ‘lubricate the air compressor 1| 19|18 | 25 | 206| 6| 10] 2625|225
29. Tgl;:e' apart, clean and lubljicate a conventional right aflgle \ '
handpiece " ' ’ - o|a 18| so | 257 0|3]13]36]2
30. Take apart, clean and lubricate a prophy angle 1] 4 }13 40 259101217 |48 281
3_1'. Talge apart,’ clean and lubric.ate a conventionak straight
*. handpiece’ ' o o |s 13| a2 | 262] 0| 2| 13]a3]27
32.,Change‘the chuck in a high speed handpiec;: 016116 27 219l 0| 6 | 14 34 2.52
33}. Clean and wax jthe: dentql"unit , 04.11|24 29 |1 228101 7 . 17136 2.48
34. Ol the dental engine ) e O p17)21 | 27 | 24T [Ua | 1733 243
35. Clean and .oil the pullies on the engine arm “ 016119 26 216 | O | 8 | 15] 34| 2.46
36. Change the engine belt ) 3.1 201 25 16 1.84.] 1 9 | 22130 2.31 '
. é7. >Arrange instruments in the operatory cabinets . 0 3' 15 47 2.68‘ o1 ]|21]142]264
- 38; Color code instruments =~ . " 0] 28]20 13 1.750 0 | 22| 21| 18}.1.93
39. Change the bulb in. the unit 1Amp 04 28|30 36 2091 0] 164 27} 20 k2.06_
40. Close the office 0 3‘ 10 53 2761 0 | 2 113150} 274
¢ ) ’ ~ B K ) .‘
gvr - : Coa - \ i
S . A

F;equency of Performance Importance of-Performance
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Frequency of Performance

‘Importance of Performance

TASK INVENTORY ] BN 1| ¢ ;"f AEAEAR: ?
. a4 |o o < |z |& | = | <
DENTAL ASSISTANT . ’ '
* Chairside Assisting, Specialities :
1. Setup for crown and bridge p?eparatlon— o0|l6}]6 | 51 57[\ 0] 11458276 .
2. *Assist w.ith_g c‘rown and bridge preparation 0 6: 6 52 |. 2-.72 01 415 56\ 2.89' )
3. Set up andassist with a bridgc.: tryip’ ot 11{9 44 25210 7| 12] 441 2.59
4, Set up gnd assist for 'seating a bndge 0]71]6 52 2690 | 2 9°1 531|280
5. Set up -and assist for the first denture procedure 1] 3 lrl 51 |"270] 1] 2¢9 |51]275
6. V‘Set}up and‘assist for the second depture procedure 1 4111 | 48 266 | 1 2 12 ‘48 2.70 )
7. Set and assist for the thlrrdenturc; procedure 1y 7112 - 44_— 255 1] 7| 12] 43 .3.54
8. [-Set up and ass{st for th(e fourth denture appointnient 1 8 |13 |. 41 249 | 1 7 1 15| 40| 2.49
9.  Set up and assist for the fifth denture appointment 1| iof’8 43 2501 1 le& 141 381 2.41
10. Set up and assist for the first partial denture appointment 11418 51 2701 11 416 |51]273
- 11. Set up and a(s—ist for the second Partial denture appointment ol 7 12 45 2591 0} 5 i2| 46 | %65
12. Set up and assist for the’ third partial denture appointment o1 117 15 42 246 | 0 10] 141 38. i/’Z.;‘,S
13. Set up and assist for a periodontal scaling and subgmglval ,: ’
currettage ' ol 1] 24| 28 | 229 0| 4| 20|40 2.56‘{
14. Set up for a gingivectomy - - o] 17| 3 | 23 210 o s [ 18} a3] 260
15: Mix periodontal pack ' . 0 21] 23] 21 200 01} 12] 13} 37} 240
16, Prepare patient for surgery . 01 123 17 35 2361 0] 6 1:9.]47] 266
17. Prepare self for surgery of12f2| 31| 230]0]6 10|45 | 2.64
18. Use surgical aspirator = ¥ e o - 0|9 20 36 242 |-0 54’ 121451 2.65
19. Assist with a gingivecté)my - | 0 19 18 1 25 2201 0] 6 | 15] 38 ;Z.S4
20. Clean surgical aspirator - o.l 10l 19| 34 1 23810 s i mlale
. A . : -,
99 ) ) s'_,_'.'_;. - : "‘ J \
N e ’ X 100
- = -

&)



- ~ B Frequency of Perforrnance . Importance of Performance
AN ) . . -
TASK INVENTORY - , - Sk § § §’ AESEENIE §
, . z | & @ < |z |&.]2 | S]] <
QENTAL ASSISTANT N ) . -
. Chairside Assisting, Specialities (cont.) o ( . ,
21. Consult patlent about proper diet ‘e 0| 22| 21 2é 200} 0" IS 191 30 2.27
02. Sharpen periodontal instruments - _ 0| 37011 | 13| 161|014 0] 25| 2.19
23, "Set up and assist with pack removal ' "o | 25} 18 18 | 1.89 ‘OJ 11|19} 27} 2.28
24, Set up for the removal of maxillary teeth 0| 12] .14 36 28510} 6] 12 42| 2.60
25 Assist with the removal of the max1llary teeth . ' Co (%0l 39 2481 0 I 7i 9 45. ,2.62
26( Set up and assrst w1th removal of mdnidibufar teeth i 0 1‘2_ 12 38 2.42 0.‘ _7’ 9 | 45} 2.62
| 27 Prepare sutures of 12 17 ] 36 | 237] 0 ('8 | 15| 40] 263
28. Set up and assist with suturg removal. : . 0 ‘ 12F 22 31 2291 0] 11} 15| 36] 2.40
29, Set up and assist with treatment for dry socket | 0 181 19 22 ” 207| 0 141 11| 37} 2.37
, 30. Se‘t up and assist with ,the rimovat of 1mpacted teeth 0] 211 39 | 26 2061 0 |°11] 8 | 42| 251
31. Set up and assist with an alveolectorny 1 25- 16 M23 A1 2031 0| 1414 | 41] 246
3. Set up and assist wrth' tori removal . * 1| 34 16 6 179 | 1 | 12| 13} 27 "2.13"
33. Set up and assist with a biopsy .7 . 1'f3of18| 8 | 158f 1] 11]13]30]231
34, ake a blood pressure ' ' ' 33613 7 1.41 3| 18] 12| 24 2.00
35. Take an oral temperature . ) L 3| 371 15 ¥ ' 1371} 3 17 lg '21 1.96°
36. Set up and assist with the diagnosis of an endodontrc Patient, 1 7] 18 !j35 243 1 ‘ 6 ‘ 14 36 2.49
37‘./ Set up and assist wrtlr cavity preparation and reaming a root ) . | [ .
" canal” : T 2 s 13| aaf 255t 2|1 |iof49f271-
38, Set up and assist with irrigating cultures and disenfecting a ' ’ | )
«, Toot rchafnal .. ooo. = | 13] 8 | 22|ils 6 | 50| 2.69
39. Set up and assist with canal iBturation R 1Y TR BT RPETY KR P R I E X7
' . " e . ¢~ A . .‘
101 . ' , "
) . '

@
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Frequency of Performance  Importance of Performance

N . - . E T
TASK IMVENTORY * - . - « |3 § g- % AERER LN g ﬂ
DENTAL ASSISTANT . : . . v o0
¢ j Ghairside ‘Assisting, Specialities (cont.) - 7 ] T, -
L ' 40. "Set up and assist with a pulpotomy ( |22 | 2e | 206 |17 87 13] a0 257
' " 41, Set up and assist with.an apicoectomy - T t22f1o [ 17 [ 22316 |14]34] 247
42, Set up and assist.with a chrome crown procedute . I-] 22117 19 1921 17| 8 | 19]26 2.30 )
' . 43. - Set up for-the fabrication-of a space maintainer 2 ’22 21 15 1.82 2l 11] 17} 281 2.22
44. Assist with the fabrication of'ﬁ‘ space maintainer T3 25- \19 14 1.721 3 | fl 17 22 2.13
. 45. Set up and assist with tge diagnosis of an orthodontic patient 5 | 21| 17, 15. 172 4.1 15 11] 21| 1.96 - Lo
- 46. Prepare and trim\orthoc‘iontic r_nodel’s . 'f: ~4 125]1 16 170 |3 |9 [ 11]25] 221 . -
47. Set up for the banding appointment . A 6127112 |11 | 150 |4 | 10] 13] 23] 2.10
48. Suze orthodontic ﬁands' S .6 (31|10 8 } 1363|313l 20f202 - .
49. Weld or solder bra;(ets to orthodontic bands . :. 63419 | 8 l"‘fi 37 12|15 19 202 T . \
P 50. ,Set up and assist with the removal of orthodontic bands 6 |28]9 13 15213 | 10]1s}21]210 % .
\ S1. Process an a{crylicg retainer : ’ T . 5 33| 12 7 137 | 3 | 11|18 19} 2.04 o .
,{ ~ 52. ‘Co.n's‘ult patient o1 do’s and don’t‘s‘. while wearing ’ N
orthodontic appliances . c 6'l1lis | 17 | uTs |37 e 27227
Radiology - ' . _ 11 A .
! l Demonstrate how the component parts of an/X-ray unit work ' I 3112 13 16511 13 l';7 221 2.13
- 2. Seat the patient e ol1|s | ss | 284]0]|3 |10]ag|274 ¢
" 3. Consult with p%tie;xt on the ir;lportance of X-rays / 017113 42 '2.56 01515 49 2.7§‘
4. Place X-rays for “short cone technique ) *1]10f{6.] 43 ‘2.52 013 7 145})2.77 ‘. ‘
@ 5. Plaée cone tip for the short cone technique - ) 1| 10}7 — 38 24710 7 | 41| 2.78, >
, €  Place X-ray for 't}}e long cong tectnique ~ ’, 4 11718 29 | 2071114 8 381 263
J- . | B | - . - o oo )
103 . . L )




.

. Importance of Performance *
TASK INVENTORY . : ~ B 3 o] Flals e ]a]8
DENTAL ASSISTANT o . =125

Lo s ! . 1. N : |
Radiology (cont.) . - . i . — .
7. Place cone tip for long cone technique ' y o 10 )
8.~ Expose film ' ' : ' 8
5. Process film ‘, ‘ .- 13

10. Mount films S ) 5.

. Cieah and prepare the develbpir_lg tank . ; ) SN
First Aid )
1. Treat patient fbr shock o - 10

Treat patient for hemorrhage : N ' 18
. v

-2
3. Treat patient for respiratory failure =
4, Treat patient for foreign }b%dy in eye and throat .
5. Treat pa;ient for minor burns
6. Treat patient for minor wounds .
7. Treat patient for convulsions
8. Treat patient for cardiac arrest //_>
9. Treat patient. for various. injuries}
. 10. Treay a patient for poison |
‘ Microbiology drid S:terilization
1. Use:a.microscope

Make a culture media

2.
3. Take culture
4,

Clean and pr‘epare the autoclave




by 0 - ; A
) a ' .
': t * Frequency of Performance Importance of Performance
) R . ; R
- TASK INVENTORY \ ‘ § § é g g SAERERE g |
- DENTAL#ASSISTANT ) . ot
Microbiology and- Steriliz;xtion ' ’ “
& 5. Scrub and ‘sterilize instruments for autoclave 31313 56 273 s 1o} 6 |ss|22
6. Wrap-and pacic instruments for autoclave - ) 41416 51 2581 6 0] 6| 54] 268 l
}. 7.7 Cle‘an contair;er, prepare éhemicals for sterilization ‘ -0\ 4°1 9 52 2.74 3 1 4 57 2:.74
8. Prepare, sterilize instruments for chemical sterilization 31214 [ 56 274 51 1.} 3] 56| 2.69
9. Prepare, sterilize instruments in hot oil 14} 29} 4 18 1.46 18] 11| 141 22] 1.61
/. 10. Brepare, sterilize instruménts jlihboiling waterl 131 34} 6 12 1.29 13] 20 8 24| 1.66
1. Prepare, sterilize instruments in dry heat and alcohol ) 9| 14 8 31 ‘1.94 12} 7 10} 36| 2.08
. ' 12. Prepare, sterilize inst'rumen'ts using ul’;rasonic ' ) 7 10} 13 35 2,17} 114-.3 12] 35] 2.03
. -13. Store surgerywinstrumenis ‘ ~ 2168 | a0 | 260] 5|4l 10| 46| 24
14, Store operati&e‘ instrumenfs . - 0|21 4. 59 2.88‘ 0] 2 A 71 56 ‘2;"83
\ + Dental and Lab Materials ' - A |- \ - /
‘ I. Mix zinc oxide-cugenol for -base and temgorary | V1|8 | 55| 28] 3|1]7]s4f2m
. 2. Mix zinc phosphate for temporary; cementation; base fillings Vv 3110 S1 } 2711 4] t4 6 ?:1 2.69
A 3. ,Mix a;malgam‘for restorative purposes ' 3112 s9' | -2.80] 540 %,2 58| 2.74
- 4. Mix silicate for-restorativé’ purposes 6171 8 44 | ®238Y 8| I'|{ 6 | SO} 251
- S. Mix resin for restorative purposes ‘ 517 |11 42 2381 9| 2| 4 |'so] 246
. \ Q N’lix acrylic for restorative purposgs 4 | 10] 13 38 2311 813 l 6 | 48 245
\7 Prepare gutta ge.rcha f'or tt;mporary fillings 8 | 18] 21 181 1475, 13 7 | 15 ;;10 1.9.5
" )8, Select and bead trays c7 bar] 227 1s | res] 1) 7 |-16] 31 203
. \9 Mix alginate to fake an impression 2lel7 | so| 262 8] 2] 7148|246
10, Boxing an impression” | alali2 | 281 198l 818l 1shaal 25
. - F -
3

¥



. B ’ S ‘ - ' -
B s :w_ N - A o ! . Frequency of Performar‘c .. lmpo{?ance- of Performémoe
T TASK INVENTORY « ~ .\ = 4 A 5 AR A PHEE R
DENTAL ASSISTANT . S g\ b BRI 3... 3 ¢ ‘
. Dental" and Lab Matenals (cont ) . . ) ) , ‘
‘ 11. Pour a plaster mold - 3]s || g | 245 6 2 19| 48f2s2°
.o 12. Pour a stone model -, " N RN RN 242 81 2 6| 49) 248
’ 13. Trim a stone and plaster model: S 718 9 | .41 2291 8| 5 | 8] 44} 235
- “14. Make a partial and complete 1mpress1on *tray (custom) N 3 l‘4 11 37 2:26 71 a4 | 11 43* é.38
15. Mlx metallic zinc oxide~base .for an 1mpress1on & 9 1521 20 1.801 11} 7 |} 13]" 34} 2.08.
-« 16.. fo rubber base and load syringe for impregsion ’ 5 4|12 | 44 2.46‘ 71 27]6 ] s0] 252
. 3 . 17. Mix silicone: fo'r impression ' ' ’ g .1 16416 ’: 25 l 89 9] 4} 16 36 2.22
18. Prepare hydrocollord for an 1mpressron T . Iry221 1(6' 16 1. 57 ~12| 8 1 17] 28] 1.94
19, Prepare compounds for 1mpress1ons ' 6. | 18116 .25 197 9 9 115 32' 2.0.8_1'
i " 20. Construct a base plate ’ 14 1sl1s t 24| 1.8 11] & | 12] 36 2.12
. 21, Construct wax rims ~ ° T e 10| s 131 27 1.88 1 10,9 | 10 36| 211"
. 22, Asticulat? models ‘ . 1025 ||, 19 | reof 11| 10| 10f 34} 203
23 Care wipatlern (R 9 1 L7 | 10 T 140 fas| a2 16| 26 | 1. 88
. © 24." Spme and invest wax pattems 12 [0 |11 | .12 | 135 |as| 10 17| 23174
25. Cast wax pattern “Ya l33.]10 ] 8 [aas|ie| 14] 15| 2@ 160 ‘
'/‘. ) " 26. Clean and “polish wax pattem ' ‘1_3 30|12 |- 10 | 1.29 | 16] 12 15| 22 \’1.66
27. Construct an. acryhc temporary crown 10 .24 {12 . 18 1.57 ,}2 7 | 15| 31| 2.00
E Pharmocology . , ' ' ’ 1. . .
1. Mamtam a prescyiption record of drugs on patlent cHart . 5 109 41 2.32 | 6 2 |8 49’ 2.54
Drspensmg of drrg&uypatlent ' ) 10} 26 |13 16 1.54 {13 7 i1 34 | 2.02
Complete an ifventory and store dmés o 9 16 |14 | 26 l.8é l!l s.}13] 351209
Write a .prescription . .’ < 12128 o 15 140 | 14 -H{’S 311 1.8 ° )
o S ' ' 110 .
l 09 - - | . , PO ‘
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‘Frequency of Performance Impor 411ce of Performance
i B -

* TASK INVENTORY ‘ ! g ¢ g 5|k
' . & z i S| <

DENTAL ASSISTANT - - ' . |

Phar;nocology
5. Keép legal records of narcotics
Officg Manageyxent " i

Fill out a.get ﬁ:quaiﬂted card and health history record

Fill ieut a service rendered card ‘

.Fill out an-estimate card

Fill out a -contract card

‘Make'out statements

~

i
—

°Fill out daily ledger

Fill out monthly summary

‘N W

Fill out yearly, sur;)inary

Fill, out a monthly disbursement. sheet

*

oo ' oo,

. &
. Fill out a yearly disbursement ‘theet
. ‘Fill -out a petty cgt;@qcprd book
12." Write out a check . .

*13. Make out a deposit slip and endorse checks

14. Balance’_a ¢hreck book

S V. =

—
[

1S: Return a bad check to a patient

il
b
—

16. Fill out an application for social security

17. Fill b}if a.personal tax exemption card

\O

3
2
2
3
Yy
2
‘2
2
3
4 .
4
2
3 |
2
3
3,
3
5

—t
—

18. Make out a personal tax return
19. Schedule dental agintments
20. .Use the teletrainer ~ R

111
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‘u' i oL . \‘ . . N . - ‘

. | . . : ‘ ‘ Frequ;ncy of Performance Importance of Performance -
& | - 81y |5 [ 5] B
TASK-INVENTORY . AR g
. ) . T stels | & s 52|88 ¢
- DENTAL ASSISTANT L % ) 1 ' .
- - “E F' y 1
_ " Office Management |-,
‘ . 2k’ Set up a recall file system Y v i 3 3 14 } 42 2481 51119 |48 55! .
22. Make out an age analysis sheet : el |7 1151 19| 18] 9- | 17] 286

6 {25 | 26 | 209 10
1223 [ 22 | 200 .10 6 | 15|31} 208

P =N

. 23. Call a delinquent panent 141 341} 2.16 -

24. Wnte a letter tora delinquent patient

7
5
25. Turd an account over-for collectlon T e 17 1878 |5 18] 31 [216
3
2

RN

26. Calt Supply house,and place order 5 16 39 2441 5 L 1 10| 46 |.2.56 . ’

» *
3 R 27. Receive and-store supplies o . ' ;0110 510 27515 )1 10 46| 2.56 .
©28 Type‘ a block style'let‘tar - ) N ‘ - 1019 | 14 30 202 11 7 10| 34} 2.08 - "
29. Type a modified block style letter ° , o l13]18 | 23 ’i.f8\7 1.7 ';5 309|201 "
. 30. Compose, type letter af tequest .+ 7. }w]ie |.30 | 210] 10| 5 | 13]35] 216~
" 31, Compose, type letter &f appreciatioh | : 1' o 11218 | 2¢7] 185|as| s ]12]33)203
\ 3 Compose, type letter of credit refei’enci' 8 {19|16 | 20:| 185 12f8 |12]29 195
" " 33. Compose, type letier of ordering T 10 12]19 {.22 | 184 13| 7 | 13|30} 195
r / 34. Compose, type letter of recall - ’ 8 {1314 | 28 | .1.98] 10’6 | 13 24196
B 3gType addresses on envelopes p o 6 11 ‘ll 3‘5 2.19 9. 717 |40 2.24
} 36. Care and -maintenance of typewriter ' . s |isl2s | 22 | 198] 7|7 | 18]32]221
’ 37." Change ribbon and paper of #dding machines 6 |13 2w .2 [ 192]9 s |18]32 214
38.- ,Operate- an a\:dding machiné 4 62 17" . '36 23516 |4 |14 3'9- 2.37 -
. 39. File patient records o o v e | s2f 23|28 |s0f2e7 .
. ' &Or File financial records : o - ' 714 [8 44 24118 |46 |36]230
T N 41 File patient Xerays .V "o 2|s | se |26 21 |4 |56]281
42. File study models . © ‘. o 2 lwolistl 36 | 23514 16 i13la0]24

114°
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- I NSTRUCTIONAL MATERIALS LABORAJ'ORY I

TRADE AND\INDUSTRIAL EDULIAEFIGN .7 -

I

THE OHIQ STATE UNIVERSITY 1885 NEIL‘ ‘AVENUE: - fULUMBUS OHIO 43210 ] TELEPHONE 614 - 422-5001

2 o= ._—‘

e MEMORANDUM *

= ". . P . - - s ’
. - . [

- ¢ . ' L

TO: . Ohio _Dental Assistants < \ 4 - ) !

: =

FROM: William L. Ashley, Research Associate, The ]nstructlonal Matena.ls
' Laboratory . N

. . .

RE: Denta'l Assistiné/Occupational Analysis . .o

s DATE: October 12,1973 . T S

L

~
“

S . - ~ . »
The Vocational Imstructional Materials Laboratory ‘at the Ohio State University is pre-
sently involved in a project to develop new instructional materials and an occupational
- .. analysis in.your field. . : .-
' . “~ 4 - »

4 R . P

" . Wearé attemptmg at this time to develop and valldate an accurate task mventory of
the Dental Assisting occupatlon I . A |
. : -~
You have been identified as one.of a select group who compose a source of valid occu- \ {
pational information concerning t\ﬁe task demands in the field’ pf dental health. We i
1

R

thetefore are soliciting your*assistance in devéloping the task 9 mvcntory so necessary for
. the deslgn of sound vocational materials. s /
J -

-
. . -

Your participation is vitally essential in th‘ project ard youf generous assistance w1ll be
greatly appreciated. Please give us about fifteen minutes of your time to assist in thls
~ effort to improve and update instructional material§ in ‘your- vocation. . .
. Please use the self-addressed, stamped e‘nvelope enclosed to return the completed ques-
tionriaire within one week. Your prompt résponse will ensure the inclusion of your
opinions ‘in our study : . ' . .

¢ - . '

Thank you for your professional attitude and assistance. - -
ot
/ ) : .

v

e

|
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' r
Instructions for Completing the Taﬁk‘lnventor‘y .

_Read each of the task statements.carefhlly. L

.

- Under the “Frequency of Performgnce” heading please check one of-
the three subcolumns which expresses your judgement of how often
the task 1s performed compared to-all other tagks. i

.
4

Under the “Importance of Performance headmg please check one, of
the ‘thrige subcolumns which expresses your ‘judgment of how
important _the correct performance ‘of the task is for job success
’ corrxpared to all other tasks. -

’

LY

At the bottom of any of the pages write 1 and rate any tasks you

perform which are not listed. .
Vs ¢ ’ )
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| 20. Cléan surgical aspirator . . Y.

36. Changc the engine belt .
37. Arrange instruments # the operatory cabmets
38. Color code instruments .
39. Change the bulb i in the unit lamp
40. Close the office
" Chairside Assmtmg, Specxaltxes
1. Set up for crown and bridge preparation
2. Assist with a crown and bridge preparation
3. Set up and assist with a bridge tryin
4. Set.up and assist for seating a bridge -
5. Set up and assist for the first denture procedure -

TASK INVENTORY L Freq'uency ~Importance
. : L - _ "l of of *
*  DENTAL ASS]S{'I%NT Performance Performance
n‘:‘ i \ _ 1 -
: TASKCSTATEMENT - : e & & 5
v le) g i g‘ - s :
. T ¢ g3 3 P
S w O w-lwn = Q
' &

» X
6. Set up and assist for the second denture procgdure . . #

7.°Set and assist for the third denture appointment

8. Set up and assist for the fourth denture appointment

9. Set up and assist for the fifth denture appointment

10. Set up and assist for the first partial denture appointment
11. Set up and assist for the second partial denture -
appointment v . :
12. Set up and assist for the thud partlal denture

appointment

13. Set up and assist for a perlodontal scalmg and

subgingival currettage

14. Set up for a gingivectomy
15. Mix periodontal pack - ‘
16. Prepare patient for durgery . . . .- .- o L
17. Prepare self for surgery

18 Use surgical aspirator

19. Assist with a gmgwectomyf '

Ay

21. Consult patient about proper diet
22. Sharpen périodontal‘instruments
23. Set up and assist with pack removal :
24. Set up for the removal of maxillary teeth . .
25. Assist with the removal of the maxillary teeth
26. Set up and assist with removal of mandjbular teeth
27. Prepare sutures . .
28. Setup and assist with suture removal
.Set up and assist with treatment for d
etup and assist with the removal of impacted teeth

31/Set up and assist with an alveolectomy
-,

~

socket & .
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| 20. Cléan surgical aspirator . . Y.

36. Changc the engine belt .
37. Arrange instruments # the operatory cabmets
38. Color code instruments .
39. Change the bulb i in the unit lamp
40. Close the office
" Chairside Assmtmg, Specxaltxes
1. Set up for crown and bridge preparation
2. Assist with a crown and bridge preparation
3. Set up and assist with a bridge tryin
4. Set.up and assist for seating a bridge -
5. Set up and assist for the first denture procedure -

TASK INVENTORY L Freq'uency ~Importance
. : L - _ "l of of *
*  DENTAL ASS]S{'I%NT Performance Performance
n‘:‘ i \ _ 1 -
: TASKCSTATEMENT - : e & & 5
v le) g i g‘ - s :
. T ¢ g3 3 P
S w O w-lwn = Q
' &

» X
6. Set up and assist for the second denture procgdure . . #

7.°Set and assist for the third denture appointment

8. Set up and assist for the fourth denture appointment

9. Set up and assist for the fifth denture appointment

10. Set up and assist for the first partial denture appointment
11. Set up and assist for the second partial denture -
appointment v . :
12. Set up and assist for the thud partlal denture

appointment

13. Set up and assist for a perlodontal scalmg and

subgingival currettage

14. Set up for a gingivectomy
15. Mix periodontal pack - ‘
16. Prepare patient for durgery . . . .- .- o L
17. Prepare self for surgery

18 Use surgical aspirator

19. Assist with a gmgwectomyf '

Ay

21. Consult patient about proper diet
22. Sharpen périodontal‘instruments
23. Set up and assist with pack removal :
24. Set up for the removal of maxillary teeth . .
25. Assist with the removal of the maxillary teeth
26. Set up and assist with removal of mandjbular teeth
27. Prepare sutures . .
28. Setup and assist with suture removal
.Set up and assist with treatment for d
etup and assist with the removal of impacted teeth

31/Set up and assist with an alveolectomy
-,

~

socket & .
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* TASK INVENTORY Frequency importance
‘ ? : of of
_DENTAL ASSISTANT - ’ Performance Performance
B . ‘ M . ° ) % t_a\
*  'TASK STATEMENT £° 8 § g
2 8 glE 3§
A& O R )
L 32. Set up and assist with tori reméval . e ' |

33. Set up and assist with a blopsy
34. Take a blood pressure
35. Take an oral temperature .
36. Set up and assist with the diagnosis of an endodontlcPatlent

canal [ .
+38. Set up and assist w1th4mgatmg cultures and dlsenfectlng'

‘1, aroot canal S {

39. Set up and assist with canal abturatxon
40. Set up and assist with a pulpotomy

# 41. Set up and assist with an apicoectomy

42. Set up and assist with a.¢hrome crown procedure
43, Set up for the fabrication of a.space maintainer
44. Assist with the fabrication of a space. maintainer
45, Set up and assist with the diagnosis of an orthodontic
patient - .-
46. Prepare and trim orthodontlc models S
47, Set up for the banding appointment
48. Size orthodontic bands .

~49, Weld orsolder brackets to orthodontlc bands
50. Set up and assist with the removal of orthodontic bands
51. Process an acrylic retainer . .
52. Consult patient on do’s and don’t’s whlle wearlng .
orthodontic appliances . . Ce e

Radiology

1. Demonstrate how the component parts of an X- ray
unit work
2. Seat the patient ., ..
3. Consult with patient on the 1mportance of X -rays
4. Place X-rays for short cone technique A
5. Place cone tip for the short cone technique . . ,\ .
6. Place X-ray for the long cone technique
7. Place cone t%ﬁor long cone technique

" 8. Expose film -

9. Process film

10. Mount films o ' .

11. Clean and prepare the developmg tank *

- - B R e w8

First Aid
1. Treat patient for shock Coe e e s
2, Treat patient for hemorrage
3. Treat patient for respiratory failure

120

37. Set up and assist with cav1ty preparation and reaming a root

=i
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TASK INVENTORY

. . DENTAL ASSISTANT

.

4

of

-

Frequency

Performance

+

.

Importance
of .
Performance

.
f

TASK STATEMENT

.

<

,

[4

Seldom

-

Occasionally

L]

Frequently

Shght
Moderate

~¢ /

Q

ERIC

Aruitoxt provided by Eic:

4, Treat patient ‘for Yoreign‘ body in eye &nd throat
5: Treat patient for minor burns, .
6. Treat patlent for minor wounds
7. Treat patient for convulsions ®
8. Treat patient for cardiac arrest
9. Treat patient for various injuries
10. Treat a patient for poison

’ Microbiology and Stenllzatlon
1.Usea microscope )

*2. Make a culture media

3. Take culture .
.4. Clean and- prepareothe autoclave
5..Scrub and sterilize instruments for autoclave
6. Wrap and pack instruments for autoclave
- 7. Clean container, prepare ‘chemicals for sterilization
8. Prepare, sterilize instruments for chemicgl sterilization
9. Prepare, sterilize instruments in hot o1l
10. Prepare, sterlllze instruments in boiling water . <
11. Prepare, sterilize instruments,in dry heat and alcohol
12. Prepare, sterilize instruments using ultrasonic
13. Store surgery instruments
14. Store operatiye instruments .

Dental and Lab Materxals

| 1. Mix ziﬁc“oxide—eugenol for base and temporary

2. Mix zinc phosphate for temporary; cementation;
base fillings :

3. Mix amalgam for restorative purposes

4. Mix silicate for restorative purposes

5. Mix resin for restorative purposes

6. Mix acrylic for restorative purposes

7. Prepare gutta percha for temporary ﬁlhngs
‘8. Select and bead trays .o

9! Mix alginate to take an impression

10. Boxing an impression

11. Pour a plasser mold,

12. Pour a stone model _
13. Trim a stone and plaster model G e e
14.Make a partial an‘complete impression tray (custom)
15. Mix metallic zinc oxide base for an impression

16. Mix rubber base and load syringe for impression

., v

-t




; TASK INVENTORY

.

. DENTAL ASSISTANT .

of

Pe¢rformance

-

.

trequency . N

of

importance

Performange

TASK STATEMENT

»

.
L . - s X .

Seldom

Occasionally
Frequently

Slight

Moderate

4
L 4

Gr‘eat

17. Mix silicones for impression

18. Prepare hydrocolloid for an impression,

19. Prepare compounds for i impressions e

20. Construct a base plate

21. Construct wax rims

22. Articulate models

23. Carve wax pattern .

24. Sprue and invest wax patterns

25. Cast wax pattern .

26. Clean and pohsh wax pattern

27. Construct an acrylic temporary crown

Pharmocology ’

. Maintain a prescription record of drugs on patient chart

. Dispensing of drugs to patient '

. Complete an inventory and store drugs L

. Write a prescription

. Keep legal records of narcotics :
Office Management

. Fill out a get acquainted card and a health history record

. Fill out a service rendered card

. Fill out an estimate card

Fill out a contract card

. Make Sut statements

. Fill out daily ledger

. Fill out monthly summary

.

N

Do N

. Fill out yearly summary .

. Fill out a monthly disbursement sheet
10. Fill out a yearly disbursement sheet
11. Fill out a petty cash record book

12. Write out a check .o .o
13. Make out a deposit slip and endorse checks &,
“14. Balance a check book e .x:: .
15. Return a bad check to-a patient  ~

16. Fill out an application for social security
17. Fill out a personal tax exémption card
18. Make out a personal tax return
19. Schedule dental appomtments
20. Use the teletrainer :

MR-~ RN NS R VI SR

)
P
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" TASK INVENTORY

"DENTAL ASSISTANT

Frequency
of

Performance

\

N s
tmportance
of

Performarnce °

L4

.

-

. * TASK STATEMENT - . ,
Y , i ’ * - ' ! ’

»

Occasionally
~ .

Frequently

L]

NN

1

{
Moderate
IGreat )

Slight

21 Set up 4 récall file system © . .,
122. Make out an age analysm sheet .

24. Write a letter to 3 delinquént patlent
125. Turn an account over for collection

27. Receive and store supplie,s

28. Type a block style I€tter = . . .
29. Type a-modified block style letter

30. Compose, type letter of request

31. Compose, type letter of appreciation
32. Cémpose, type letter of credit reference
33. Compoge, type letter of ordering

34. Compose, type letter of.recall

35. Ty;pe addresses on envelopes

36. Care and maintenance of typewriter ©

38. Ogerate an adding machme
 40. File financial records

41. File patient X-rays . [ . %.-
42, File study models /

123, Calladehnquentpanent RPN

.?

26. Call supply house and place order . .- .

37. Change ribbon and paper of addmg machines

39. File patient records . .. . . .

e F ; //*

~ |seldom

LS
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- and revising medlcal assrstrng vdcational Drograms

i

« INTRODUCTION % ~ -

.

A survey of .medrcal assistants and physicians who employ medical assrstants was

.

undertaken as,pa{t of the E.P. D.,A lnstructronal Systems Design Project. It was con-

ducted from April through June 1975 by the project staff at the T & I Instructional
. . A ]

Materials Lab. The main objective of the study was to provide a complete package-of

tested survey procedures" and examples of‘ﬁnishe.d products-for the I.S.D. workshop. a:'”
This was to include: . - ' R ' . i
oA cornplete tra'i'ning package- on how to run a survey with a step b,\./ stf;:
description of survey activit;es - . -~ ..

-
g

A report of this survey 4 S .

2.,
-3. Data analysis and conclusions based on the data collected
A

second objectwe was to provide as much usable data as possible for plannmg

[N

d \/“l. .
PROCEDURES ‘ 7

Survey Population

It was deeided to gather survey information from both ‘vydrk‘ing medical assistants
and physicians wha eniployed rnedical assistants. Pre-survey contacts revealed that The
most likely source of names for ‘t)he medical ;ss'rstant survey was the -©hio Medical \
Assistant Association. This orgénr;atron. held a state conrrentron May | -~ 4‘ l97§
Ms. Jo‘an Ray, the bresident-elect of O.’M.‘}i\ A, supcrvrsed the drstnbutlon of approxr-
ma}ely 90 survey packets‘at the cenventron Another SO are in the process of being
distribute_'d by Ms. Carrie Redd, the presrdent of the Franklin County Medical Assistants
Association. At this time we have 42 returned surveys.” This .ty[%@f sample provides
“chunk” data. There is no wail“of knowing‘ hO\;v representative tﬁehsample 1s of the
total population of medical assistath-s The background data allows us to describe the
group that responded and provides a frame of refercnce for analyzing the task data.

The physrcrans were chosen by. strdtrﬁed propomonal samplmg from thtee medrczil

-

d1rectones A ten percent sample was drawn from the total members listed in the

directories of Crncmnatr Columbus and Dayton. (See Tabte 1). At this time the nurnber
‘-\ . -




population. The-data on physici‘ans can only bg

panying groqp description' as a frame of reference
Y ) . . . ’
¢ "
- . ’ Table 1
Proportional Str’atlfie‘d:Sa_mple for Physici&ns’ Survey
“~ A .'\\\‘
Cincinnati Columbus - \ Dayton Tofals
+ [ \\ "
Population 1180 < 1040 \\ 640 2860

o '.Sample drawn g T - 64° 786,
. Retumned -to date 23 ' 33 , .. 67 ‘UL )
Usable . 14“ 16 5 - 36 ;

- hd .

-

:
-

Design of the Survey Packet

Once the population was defined, the survey packet ‘was designed. Cover letters,

instruction sheets, and tasks inventories were developed for both the medical assistants B
and physicians. Samples of all the .survey materials are in AIbpendix A and Appendix B.
The task list used in both taék inventories were taken from theroccupzitjpnal analysis‘_
0;1 medical assistmg‘_dev‘eloped during the 1974 Occupational Analysis wo;kshGp by Ms,
vJoan Ray, CM.A. and Ms. Lugille Keir, CM.A. The f’ask statements were taken directly

from the analysis With a few minof word changes and “clustered under’ the following

Ky

three duty headin'gs':} Clerical and Office, Clinical Procedures, and Laboratory Procedures

and Diagnostic Teéts.

¥
* Medical Assistarft
The task inverjory for the Medical Assistants asked three questions about Eagh }asi(:

- ' \ >
“How often do you perform*each task?”, *‘How critical is the correct performance of

each task?”, and ﬁ“therea did yéu l;@rn to perform each task?” Frequency was divided

into -four subcolumns labeled:

- .

1. " Several times a day )

" 2. Once a day. or several times a week

) Once a week or several times a month
Once. & month or less often ’

126.




Criticality was divided into four subcolumns‘, labeled: . - -
) e - - ' ' & .
1. Flexible -
2. -Average criticality i
3. Above average criticality : B
4. Highly critical ‘ : .

. - b
‘Occlipational training was divided into two.subcolumns to indicate where/ewé respondernit

had learned the task: - S

1. On the.job training . ) .
2.~ Classroom trammg N \ . T

Te

_ All of these terms are explamed on the instruction sheet with accompanying examples

Frequency and occupational training yvire self-explanatory. The criticality terms were

defined as: ‘ - .

Flexible — Relatively unimportant whether the task is pérformed in a certain way or

not .
" Average criticality — Deviation from the prescribed method could result in minor T
e delays, patlent d1scomfort or loss resources x

Above average cntlcahty - Very little tolerance may be allowed without risk to
worker or patient or loss of resources '

_ Highly critical — Must be done’ within strict- parameters to avord irreversable loss of \
health or expensive equrpment ’ '

The respondents were asked to mark onl_y those tasks\that they performed. These
survey questions were selected to provirle’a wide range of usable information. ‘They »
would indicate the tasks most common to medical assistants, the tasks most often
petformed by the greatest perceﬁtage of workers, the tasks for which correct perform-
ance is most critical, and the tasks tradmonally learned on the jOb or in‘a classroom.
The background mformatlon sheet asked for mformatlon about the following: jgb
t1t1e years in present position, years m occupation, -age, sex, ty /af agency where
employed, medical specialities of the ofﬁce, number of personnel in the office, _count'y
of employment, highest academic level completed, type of training 1received, certiﬁcation '
or licenses held, and'perce.n‘tage of time they worked. This type of data was gathered
to ‘describe the- personal, educational and training characteristics of persons who title

themselves Mgdical Assistants as well as détermine what kind of ¢mployment situation

they work in. ; i . \

, ! . - T "
J A'h‘ ?_ U

Physicians - ' , " . .
The survey instrumen‘t;for the sphysicians contained the same 199 task statements and v
: . / ‘ »
- ray ¥ . .
SRR 127 -
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4 _ S

4

asked the following questions: “How cnitical is the”correct performance of each task?” and ;

-

r . » . . .
~“How proficient would you want a graduate of a two year medical assistant vocational
. . )

. 4 -
program to be in perforg;jng the task?” Cnticality: was divided into the same four sub-
- S~

]

!

i -

f columns with the same explanations, given on the instruction sheet as was used with the
| " dbdile

Medical Assistant Survey. Proficiency was !abyrd in the, following manner with these :

-

I3

explanations: . o

. . 1:  Familiar with the task, but not skilled in performing it «

) e Y — . .

2. Slightly skilled in performance)-can ﬁerf'cagm under direct superyision, need

review and practice . o
° ‘ i . (..» -
3. Moderately skilled in performance, can perform with partial supervision and-

- brief practive (  °° . b4

4 .

: 4. Highly skilled in- performaneef*gan perform without supervision, no practice

! questions would indicate the tasks most often performed in various _physicia‘ﬂs’ offices,

the/tgsks where correct performance is most critical, and employer opinions about how

-

' profiient students should be in performing each task after vocational instruction.

|
i
i
f
needed. ~ ) ,
. . The physicians were to mark only those tasks performed in-their offices. These.
Tfle'backgrouqd information sheef for the’physicians asked for the following

information: Type of agency where they work, number of doctors in the office, medical

-

(speciahties of the ofﬁct:,, number of assistants’the physicians supervise, number of asist-

ants in the gffice by job title, type of* training provided to medical assistants, county of

- v

practice and comments. The physicians were given the ‘option of. checking one or both

of two statements *“I do not employ medical assistarits” and *“‘l.do not with to respond

—_ -

-

“applicable to their office situation could filkout thﬁe background information” sheet and

v

‘

return it with some explapation for non-response. ~Thes¢ “physicians could be, replaced
,on the mailing list. . . - \ -

|

!

[

DA to this survey.” TRis-was included so physiciang who received surveys that were not
|

|

!

L ‘ A ~

J Post-survey Procedures _ . . J

- [

A follow-up letter was mailed to non-responding physicians one week after the .
deadline for returning the sutveys. A second follow-up mailing with an additional survey~
is currently being conducted. The surveys returned were checked off the coded mailing . e

. . ) * ) .
list and a letter of"appreciation was mailed to all the physicians who participated in the -~

stuay. . "




- y DATA-ANALYSIS, : "

3

—

The data presented in the®section on “Report of the Data” is preliminary and-+ -

incomplete. All the surveys have not been received’so no conclusion should be drawn

the process of tabulating an.d analyzing the-~dpata.‘ It is reported in the following manner:
The first column contains the task number. The next five columns conta'n inform-
ation from the Midical Assistant survey. Column cme\repo-rts.the percentage of workers .
who perform each task, column two reports the relative mean value for frequency, -
column three reports the relative mean value for criticality, columin four reports;the
'percentage of workers who learned to’ perform the task on the job, and column five
reports the percentage of workers who learned the task in a classroom. The last three
'cqumns“contain information from the physician survey." The first column contains the
percentage of doctors who |nd|cated tl{task was performed by med1cal assrstants( m their
" office, the second contalns the rela.trve mean value of cntlcallty, and the third contains i
“the relative mean value for_ proficiency. o ‘?\
Percentage of .workers was, calculated by dwldlng the numher of people who indicated v
they performed the task by the total number of people who responded. The relative )
meéan values were determined by the followmg of these procedures: - .

/-f

1. A numerical value was assigned to each’response for each question.

Frequency . . Criticality -, Proficiency N .
0. Never . )

. 1.Once a month . . . 1. Flexible 1. Familiar with the tasks
2.0nce a week . . . " 2. Average 2. Slightly skilled . .
3.0nce a day . . . 3. Above Average , 3. Moderately skilled . . 9
4. Several times a day 4. Highly Criti¢at— - 4. Highly skilled -

2.  The value of each response columm was multiplied times the number of .

responses reported in that column for one task

3. The products obptained in step 2 were -added. ' ’ : : .‘. ] -
4.. The sym of the products was divided by the total number of respoﬂ/ ‘
This procedure was repeated for each task Jfor the questions of’frequency, criticality,

) ~ __and praﬁcrency -The results are- reportedJn the sectron “Report of the Data” for both

) the Medical Assistant sarvey and the Physician survey Thls allows for companson

\ -7 - |
Q . - ) R

ERIC- - _ 12% S

from the information presented.” This prelimjnary data is presented as'an illustration of - - —



between employee and employer data. . '

» , FINQINGS AND‘_CONCLUStQNS

This study accomplished its first objective of producmg a complete and tested
mstructxonal package on how to cqndugt a task survey. The package gives step by
step procedures for constructrng a task inventory,"agquiring 1nformatron about each
task, and analyzing the data. The second obj'ective is~only partially met at this time. '
When' all th.e data is returned and analyzed, usefu1. informat'ionw wil be available for -
revising or designing a course in medical assisting. Caution must oe taken not-to :
generalize the incomplete information presentedAhere to the entire population.

When the study is complete, improvements made in the surveys format and design
will allow more accurate analysrs of data then prevnous Studies cLonducted by the IM.L.
This study contamed both ‘employee and. employer mformatxon gathered valuable back-
ground dat‘a used specific questions with explanations and examples for each possible )
answer and had a simple response system that allowed accurate tallying. Some problems
encountered were lack of pre- survey data and the length and complexity of the task inven-
tory., thh no pre-surveyAdata, thé was a chance that the surveys would arrive at an
office where it was not applicable and therefore be discarded. Sorne comments were
also registered concerning the length of the survey.‘ 4

ln summary, the study‘accomplished its first objective fully. This study made

“several improvements over previous studies in the area of format and design. The

second objective will have Yo be evaluated when the utility of the survey data is known.
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-—t— - - SPARTIALDATA: =~ = .
g -t C n . |

DUTY: CLERICAL AND OF FICE

A ‘ ' R .
.. 4 .
. ‘Medical Assistants . Physicians
% . Freq. "'Cri;. »—%OJT %CT. . % . Crit. ljrof . . 1
76 212 1.66 © 100 0 . %e R *‘ 2.10 |
90 2.8 ( 2.61 78 \22 | 88 - 2.37  2.48 . :
5;90; Car 279 71 29 94 '2.7Js " 318 1
%0. 3.3 262 88 17 - 97 265 291 1
76 1.67 ;2.02; 64 36 91 . 2.03 2.03 |
U581 2.43 2w 38 ' 88 266 235 N
78 '2.69 2.72 <57 43 88 2.58 ¢ -2.90 .

95 12.93 2.44 78 22 - 91 2.47  2.76

[ 4 -
98 3.74 251 Y 73 27 97 2.65  2.85 7
95 3.81 2.48 71 29 94 3.03 3.09

95 3.31 - 3.16 - 8 17, 97 3.47  3.35 o

90 3.14 2.68 71 29 91 2.65  2.90

90  2.76 ©  2.80 100 0 86 3.13.  2.97 ‘

o L e

83 . 2.05 .2.88- 69 31 -~ 77 2.59 2.86

74 .90 . 2.78 62 8 " 71 252, 234
64 1.78  2M94 52 48 74 2.26 2.42
90 3,50 2.72 36 64 88 ' 2.84  3.15

62 1.76 2.78 - 36 - 64 - 83 3.03 - 2.90

83 2.90 2.3¢ 60 .40 86 , .2.83 2.48

78 224" 2.86 -4 60 ¥ 91 .3.22 77 3.22

hY

69 . 1.52 ‘2.96 45, .55 . 88 2.87 3103

”~

- 52
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23
24
25
26

27

29
""30

31

32

Ay

-

.57

64
60
88 -
90
83
67.
76
69

78

31 -

86
83
78,
7
78
60
36
76
67
45
62

48

1.52

1.93

1.78

2.64

2.02

2.50

2.69
2.81
*2.73

2.93

".2.57

2.10
2.29
2.52

2.41
-2.68

2.76

.53\3 2.36

2.21

2.24

-1.60

1.19

.50

.52

2.28

2.69

2.70
2.66

2.85

2.69
2.92
3.21

3.23

. 3.28

PR

%OIT  %CT
45 55
62 38
50 50
57 43
. 52
76 24
88 12
o h ]
48, 52
52 48
717 29
53 47
71 29
48 52
g8 22
84 12
73 27
90 10
92 8
88 - 12
94 - 6
e
81 19
67 33
\
63 37
68 .32
50

%

77 .

88

" 83
83
88

- 97

91
88
83
83
83
68
91
86
80
80

88

68

74

77

71

62

66

Crit.

2.81

3.00
3.03
2.55
2.§3
2.56

2.77

3:00

2.66

3.21

3.11

2.87

2,71

2.85

2.15

2.88

2.77

2.91

3.12

Prof.

72.81

2.93

3.07
2.64
2.70
2.94
3.03

3.54

" 3.18 -

3.21

2.91

" 2.75

3.00

3.18

3:21

$3.13

2.74
2.85

2.71

- 3.68

2.81
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| M INSTRUCTIONAL MATERIALS ABORATORY
‘@E\/)ND INDUSTRIAL EDUCATION -

THE OHIO STATE UNIVERSITY, 1885 NEIL AVENUE, COLUMBUS, OHIO 43210

[ 4

*+ . .
training. . ¢

»

T : B MEMOR ANDUM '
To: Ohio Medical Assistants L
From: Faith L. Justice, Research Associate 3 r ‘ -

v
o

The Vocational Instructional Materials Laboratory 1s conducting a study. which we believe
you will find interesting and helpful_.to your profession. We are involvéd in developing

new instructional matenals in the career field of Medical Assisting. The information from
this study will be used to revise existing Medical Assisting programs_in order to improve

the quality of training programs being offered to students in your area.

We need your valuable input as an employed MWdical Assistant to make sure the tasks ~

taught to students irr secondary vocational programs meet therr needs. Please take a little-

of your time-to complete this questionnaire and the background information sheet, The
background mformatlon sheet is for research purposes only and will be kept confldentlal.
The' data will, be reported by group only. “The questionnaire asks for responses concern-
ing three factors: frequency of performance, criticality of performance, and occupational

~

Frequency of performance asks you to indicate how often you perform each task. Crit-
icality involves how precisely the worker mist perform the task to meet acceptable stand-

. ards. Occupational training asks you to indicate whether you learned to perform the stask

on the job or learned to perfmtask during formal or classroom traiping. %

- ¢

Your participation is vitally essential to this project and your generous assistance -is appre-

ciated. . Please use the self-addressed, stamped envelope to-return the completed questnonnalre

by May 9, 1975. Your prompt response will ensure the inclusion of your opinions in

“our study. Thank you for your professional attitude and assistance.

| TELWNE 614 - 422-5001
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b ) SURVEY INSTRUCTIONS i
L]
- » 17 .
THes survey asks you three questions about each task,/ How often do you perform .
_the task? How precise must your performance of a task be to meet acceptable standards?
Where did you learn to perform the task? Read the following instructions and explan- ¥
ations, carefully, to insure accurate answers to the survey.
1. 'Fill out the Background Information Sheet completely. ;
» ~
2. Read each task statement on the survey carefully. Respond only to those wasks which
~ you perform in your current job position. : . -1
~ 3. .For each question circle the number 1n the appropriate column on the survey form
according to the following codes. Frequency #dicates how often you perform the
-~ task.
< - ‘ 1. Several times a day
. 2. Once a day or several times a week ‘
3." Once a week or several times a month = _ . |
' 4. Once a month or less often R
. . . . : . ‘ L4 . -
Criticality indicates the tolerance level allowed in the performance of each task with- .
out significant Joss of time, materials, equipment, patient comfort or safety.
i - < . - ‘t i . ’
1. Flexible: “Relatively unimportant whether the task is performed in a certain .
. -, way.or not. (Example: Read to patients*) .
. e 2. Average Cr'm‘cahty: Deviation from prescribed methods could result in > -
& ’ minor delays, patient discomfort, or loss of resources. (Example: u
; . ‘ Administer enema*) ) ,
{ ’*J‘{Q . . 3. Above Average Criticality:  Very little tolerance may be allowed without
! : risk togworker orspatient or loss-of resourles. (Ex mple: Maintain
. isolation technique*)
4. ly Critical: ©  Must he done within strict paraq\efers‘to avoid irfeversable
. loss of health or expensive equipment. ~(Example: Administer
. ’ o intravenous medications*) !
5 Occupational Training indjcates where you learned to perform the task.. .
. - . 3 =~ . . - 1
N/ 1. On the job training _ - ‘ . e ’ o
2. Classrooni training - ’ .
) 4. In the spaces provided at the end of cach sectron, write in and rate any task you per-
form which are not hsted. ) . ;
*Examples taken from results of A Study of Nursing Occupations conducted by U.C.L.A. ‘
- in 1972. | ) S e *
. - ‘. N , r
N » - Yy 4 .
\)4 ] . . - 1\3() - *
EKC-"\ v M * - . .
g - . . )




. . . ~ L - P - .
t = -, T . . hd . -’

] - H € : ’ - e
- » T . ft,
S . . N x, s
. ' . . . P
1 ‘ - ;
ra * . , ' ) ' ’ \ K —~ .
. © BACKGRQUND INFORMATION SHEET T -
t ' THIS'IS A CONFIDENTIAL DOCUMENT USED FOR !,
. . RESEARCH PURPOSES ONLY. INFORMATION WILL . ‘ e
.BE REPORTED BY GROUP ONLY. - - Co
. v . CX . ) - - . - ) . .
Please complete this Informgtion Sheet and return it with the survey form. .The answers ' |
. to these questions are of importancd as we try to evaluat® responses from a large ‘number |
of peopleiacross ()hi’o where requirements for specific ®bs may be very different. i
B 17, Your Job gitle: __ Certified Medical Assistant __ Medical Assist..— Clinical ’ 3
- ‘ Medical Assistant = Administrative ___ Registered® Nurse .. |
___ Licensed Practical Nursc s " dMedical Technologist .
"..__ Other (specify), - ' . ~ ;
2. Years in present_position - ’ : ' . 4
s : : - .
- 3. Y‘ea‘ljs in occupation . - W . G ‘
4, Age b ) . -
.. 5. Sex (circle) ‘M . .F : L 3 o ‘ B - U
“6. Please check type of agency where you arc“cmploycd .
Single PBractice ' » - Climic_ . ! o
) o G.r?rupufl"racticc Hospital - ) ' > ) %
“ 7. Medical specialities of office R '
‘8. Number of personnel in office:” Dogtors 'Para—};réfcssionak Personnel |
9. County of employment v ’ ’
10 I:lighestA academic level cémélec’ed (circle- one): ’ - .y o T o
- o1 . Less than high: school diplo’ma 10.5 Bachelqgs -(Major . ). :'
. 10.2 "’}-'I'igh school d'iplo[na or equivalent  10.6  Mastors"(Major __ . )
.10.3  Some dollcge/(no degree) 10.7 = Other (specify) ' N
.10.4  Assbciate Degree . N\ o 7 - \‘
- ;‘ 1]1. Type of trainyg you have'rrccc.ived. Circle code numbers and include number of L
" ‘months~and . the subject studied ) ’ ’
. e ' - - e
ot T 'Mont,hsA , Area or Subject
. 11.1  On the job training , . N '
4.2 High. school vocational = . « - Ve |
- o “program N B ) B A ’}
& 11:3 « Post:secondary . _fN : . . ) |
e . . M L ! - - « ' - %
11.4" Otheyq (specify) > a~r . T ;
12. Gertificates, licenses or ;rcglstranon held (specify): ' < - \
s. - ’ . A ' ¢ .’ -
13" Are you ‘employed full ime_in your present position? (circle)  YES NO . v
[ - If paft time y indicate perceat of full time.  Percent_ ™ T )
Tt . o ) i
2 i d /g’ - . . ‘ ‘ P ' » 4 - :
- _a | - o [N . 1,}»7 ‘ . L 94 ) .
° . A A ) -, e ' . o j



) N : Frequency Criticalit‘y * 1} of Training ° -
o7 —é ?- ’ m. ’
Read each fask statement carefully. L > § . & _
i i h headin Y - T SR ! | B £ -
Circle the appropriate number, under each heading ° P || § :E
for cach task you perform. . g 0% «g £ 2 3 5 3
.. . Write in the blank spaces, at the end .of each . E 3. § «~ g . g g ° §
section, other tasks you perform that 4re not . ER - - é % v o> £° ¢ .
listed in the inventory : -3 g 8® ogyld g 38 o e 3
o, \ § § 6 8= < < % S © .
- . Clerical and Office ) . o I o .
1. Prepare rgception room for patients ) ) . 1 2 3 .41} 1r 2 3 4 1 2
. . . - . _ . ." L . '
2. Sort, open and route rhail , . ) 1 72 3 4|11 2 3 4 {1 2
3. Pull or file patients’ mec‘ltxc/al records s 1 2- 3 4|11 2 3 4 1 2
. . . . -
4, Receive patients i & ‘ p 1 2 > -4l 1 2-3 4 1 2
)‘ ! - * —
-5, Ma.naie children accompanying patiehth ‘ T oa 1 2+« 3 4|1-1 2 3 4 1 2.
. ; - . P - . .
R - 7. R - , b/
6. Screen non-patient visitors v - 1 2 «3 &1 2 3 4 12
s . * . * (W
4 . y N ‘ . )
.~ 7. - Complete registration form and health history record 1 2 .03 4411 b 3 4 1:¢. 2
, . ce o . . = -
8. Explain to scheduled patient unexpected delay 1 2 3 4)l1 2 3 4 1 2
9. Place telephone calls B ‘ 1 2 %3 4‘%.;* 1 2 3 4 102
10. Answer telephone calls . . - 1 2 3 4|11 2 3 4 a2
° - - . -~ »
. . -
11.- Respond to emergency telephone calls ’ C . 1 2 3 4jl 12 3 4 1 2
: . , - ’ ‘ : \
12. Schedule appointments for patients 11 2 3 4§11 2 3 4 12
. B ‘ » o A ' .
. ' Q o )
13, Make 'ar}'angements for patient admission to hospital . rl 11— 3 4|11 2.3 4 1 R
4 - .. N
. _ ' ! .« 19 1,
14. Arrange meetings andfor confqrences = ' ] 1 y) 3 4.1 2 3 4 1 2




1 - ’
- x ' ,, T
R . requency riticality of Training
¥ ’ /k -
" * - 1 'E .n,
‘ Read each task statement carefully : v » ¢ g S @
. \ *.  Circle the ‘appropriate number under each heading 'E 8., %5 3 g .g
s RN . foreach task you perform 8 5;* _:é -E ':.’n - g 3
. Write in' the bla’nk spaces, at the end of each E S § « 2 ¢ £ S e+l
* @» . B o b
section, other. tasks you perform: “that are not 5 % ¥ off 2 B o v 8
5 eE.oE |2 & 3 = S G
_ listed in the ientory. . 5 oge® o ge s 28 0@ K
w O o Ol &« <« <«<- T & O
15, Arrange travel accomodations . 1- 2 -3 4lt1 2 3 4 12
« © 16. Prepare schedule for physicians of hospital pati¥hfs, 1.2 3 41 2 3 4 1 2
17. Operate a typewtirer 1 2 3 4fl1 23 4|1 2
- 18.« Transcribe from a dicta.tingarn‘achine 1 72 3 4|1 2 3 4 1 2
oo 19. Operate copy equipment T 2 ’3¥ 4 1 2 3 4 1 2
20. Compose and ‘type business le/tt_e'r 1 2+« 3 4|1 2 3 4 1 2
21. Type a consuleatio‘n letter ' 12 3 4|1 2 3 4 1+ 2
. « . B . {
'22. Compose and, type a recall letter to patient .. . . 12 3 4123 4.1 2,
23. Compose Qnd tnype collectjon legter ‘o 1 2 3 4411 2-3 4 1~ 2
’ ’ ; o
. A ! § . e ' \ \
24, Complete workmen’s compensation forms 1 2 3 41 2 3 4 1 2
25.: Complete commercial health fofms S m'; , 12 3 44l 1 23 4 1 2
. . ’ . ;,. ‘ \ E rd
26. Complete Medicare Part B formq A 12 3- 441 2.3 4 1 2
*27. Complete pubhc assistance bl]fmg fot‘ms - ‘ 1 2 3 4|1 2 3 4 12
, e ™ S 4 s \ ’
‘ %0 28. Inventory office supplies “w"z T 12 3 4172 3 4 )

h41




"Location

Frequency Criticality of Training”
. ‘ ' 1‘ F- “
. " Read-€ach task statemeng carefully. - > 8§ & 3 ® .
1N - i
° Circle the .appropriate number under each headmg ¢ ': 3%' :-Fa % 8 g
- for each task you perform. p E; M s £ ~% 3 £ 7§
v 1
Write in the blank spaces, at the end oféach .ge?'g v g 2 S € '_'8__‘ £
- section, other tasks you perform that Ee not . 3 ~: £ : g y ,’5 §° v > £ g
- listed in the inventory. 5 og® g® et ¢ 3 | . A
X v O ] Ol = < < T O‘ Q
29. Order and receive office supplies 1 2 3 4 1[2 3 4 1 2
i 7 » .
- 0 N .
A30. Operate an adding mac}ﬁne - 1 2 3 4l 1 2 3 4- 1 2
' -
1 =
. 31. Fxll out and process a day shqg- 1 2 3 4|l 2 3-4, 1 2 -
{ o ‘ .
32. Compete a charge slip ' A > ) 3 441 2 3 4 1 2 |
33. Coniplete an account card ’ é 1 2 3 441 2 3 4 1 2
| ' ’ #
34. Prepare statements v as 1 2 3 4 1 2 3.4 1 2
35, Prepare information for a commercial billing agency 1 2 3 4|11 2 3 4 (.1 2
. 36. Investigate returned mail —_ 1 27 3 afl1 2 3 4 1 2
37. -Accept payment and post ledger cards 1 2 3 4|1 2 3 4 1 2
38. Complete a bank deposit slip ( ‘ 1 2 3 41(l.1 2 3 4 1 2~}
‘ -~
) 39. Handle credit arrangements with patients ‘ A 1.2 3 4111 2 3 4 1. 2
40. Contact deliquent patient ' 1 .2 3 4|1 2 3 4- 1. 2
" 41. Extract billing information from doctor’s notes r\ 1.2 3 4|1 2 3 4 1 2
. N w"’,",
42. Obtain and record pauent billing information for hospital visits '+ 2. 3 4|1 2 3 4 1 .2

R

»

by physician \

[c 142 ‘




; * || Location
. ’ - Frequency Criticality of Training
. .
. 3 2
Read each task statement carefully. .- > ¢ & .8 ©
. o - =

Circle the appropriate’ number under each heading ’ © 8, 28 5 g &

* o - O 58 . n £ *
for each task you perform. Fd 1; V- ’§ © 3 £ g
= o = =]

Write 1n the blank spaces, at ‘the end of cach IS g9 e . 8 E f_g_’, g
_sectiorf, other, tasks you perform that ire not T OSE JE z ¥ v > £ ¢
listed in the inventory 5 og® o gF El < 8 2 g g

- w O C - O|f w <« < T o] O
. .
g > - :
v
43. Establish and control petty cash fund 1.2 3 4i 1.2 3 4 1 2
/& _ - T
44, Prepare and maintain employee)s payroll records 1 2 3 4|12 34 12
45, Complete employee’ related tax %Fms 1 2 3 41 2 3 4 1 2
, ] o : .
46, Disburse professional expenscs ‘ 1.2 3 441 2 3 4 1 2~
<+
47. Reconcile a checkbook with bank statement monthly 1 7 3 4.1 2 3 4 12
48. Complete monthly dls"ursean‘nt sheet and/or ledger 12 3 4411 2 3 )i 12
. - . .
49. Compléte summary sheets of carnings and ncome 1 2 3 4 1 2 3 4 1 2
50, Assemble information for ‘tax rerns et 12 3 4ff1-2 3 4 1 2
. o203 a4l o2 34 12
* »~
® P 2 3 4 ‘\1\\) 203 44,1 2
N\ . p 2 3 4|2 3 4l 12
\. s 3 4l o 4|l 12
T ~ R
) ’\ v 1 '3~ 3 4|1 2 3 4 12
. A - ,
144 . o2 3 4l o3 4|1 2




Locationi.

Frequency Criticality of Training

> —

. « w ?_ " - ¥

Read each gask statement carefully. . e 8 e $ o
- Circle the appropsiate number under each headmg' sk, ‘“’:-5 5 fg &
- s o -
for each task you perform. g % .32 g 73 5 g
Write in the blank spaces, at the end of each é R §“ g g :g >.Sﬁ -

w w [ 7 5 3
sectipn, other tasks you perform that are not T oo CE 2 R g2 - g
listed in the mventory s 2T T i e 8 3 : 3
8 6 & dOll= <=zl o ©
Clinical Procedures - ‘

51. Sterilize instruments with boiling water . <51 1L 2 3 4|1 2 3 4 1 2
52. 'Stérilize instruments with chemicals 1 & 3 44§l 1 2 3 4 1 2
53. ‘Clean chemica] sterilizing equipment 1 2 3 4fl1 2 3 4| 1 2
54. Clean au@clave * : N B 1 2 3 4.1 2 3 4 1 2
55. Prépare and autoclave gauze sponges . 1 2 3 44 1.2 3 4 12

. v A
56. Fold and autoclave towels 1 2 341 2 3 4 |
57. Wash and wrap surgica] gloves 1 2 3 411 2 34 1-7 2
58 Autoclave surgical gloves - 1 2 3 44 192 3 4 1 2
59. Prepare and wrap instruments 12 3 41 2 3 4 1_ 2
60. Autoq&we instruments 1 2 3 ‘4141 2 3 4 1 2
14 : R .
61. Prepare and wrap glass syririges and needles 1 2 3 4|1 2 3 4 1 2
62. Autoclaye (syringes and needles 1 2 3 441 2 3 4 12
63. Determine and chart heighf of patient 12 3 4|1 2 3 4 1 2
. , .

64. Determine and chart weight of patient 1 2 3 4|1 2 3 4 1 2




“ N

- &
~ -t
- .- =] Location
- - 4 Frequency Criticality of Training
. . ) g Rl
- Read each task statement carefully. > & % 8 E -
Circle the appropriate number under each heading S %, %z g g
- L] - O s [ .5
- for each task you perform. N s °% «g £ 23 . g
o , 2 (Y E 55 % sl - S =z 2 =
Write in the blank spacés, at the end of each 8 3% o g $ E ° E
section, other tasks you perform that are not 5 "f 2 |2 B oy | 2 g.
- . . . ' , 5 & wE wllg § 3z EN = g
listed in the inventory. > g° 2% B¢ 2 5 @ g 4
. »v O o Ol « « <« T o ©
' 2 ;‘4
65, Take and chart a temperature ) 1 2 —3 441 2 3 4 1 2°
- # / | . ‘
. 66. Take and chart a pulse i 1 2 3 4|1 2 3 4 1 2
67. Count and chart respiration of patient o2 3 4|1 2 3 4 1 2
68. Take and chart a blood pressure 12 3 41112 3.4 1 2
69. Determine color vision with Ishihara charts 1 2 3 o4ft1z T4 1 2
= 70. Measure patient’s vision with Snellen chart and record findings 1 2 "3 4)l1 2 3 4 1 2
71. Apply a circular Bapdage 1 2 3 41 2 3 4 1 2
72. Apply a finger splint 12 3 4l 23 4} 1 2
73. Apply a figure-ofeight bandage ¥ 02 3 474t 2773 4 12
74. Apply a recurrent-turn bandage 1 2 3 441 2 3 4 1 2
’ 75. Apply a spiral‘rev'ersé flip bandage . | . 1 2 3 4|l 1 2 3 4 1 2
76. Apply elastic bandage . 1 2 3 4{1 2 3 4 1 2
) 77. Apply an arm splint 12 3 4f]1 2 3 4 ‘12
, » 2
.o 7 ly an arm sling : . 1 2 3 4|} 1 2 3 4 1

R




. ' . s 7 ‘ S w ot < . ) . L 1‘3 \s‘ ) A - - | Location
i , = : . * - : : . : *  Frequency Griticality -of Training *
L .7;3;',"; - - : ' i ot ¢ = K M -
e . Read. each task statement, carefully. A .8 8 _@ C S
 ® L C.lr‘tle she appfopnate number unde.r each headmg ! i 3_: §§ 5 E g
RN U for “each-task- +you perfor g 8% ° = ® 3 B3
. . > g . 5 2 o
) : "Wnte«m the blank spaces, -at_ the cnd of/each E. g ¢ 1 | 2 E
- . section, other tatks you perform thay are not . i OJE sEl 2 %y = £ ¢
. - hsted in th inventory. ) . . . y 2 oge g® g s ¢ 2 o £ * .8
. N . YA L : bt %] w o} < < I C- O
N i i foe " . o
T el . E A | — 7 i * ‘
- . Apply putterfly ba’n'dage . CodL - 2 3 4)l1 2 3 4]l 1 2
o 80 Appls' tubu]ar ‘)andage e _ 1 2 3 4|1 2 3 4 1 2
- b‘ ' A ) 4 - L1 )
* 81 Apply szenle (ﬂ"leswe dressmg - ‘. 1 2. 3 4181 2 3 4 |1 1 2
_ . ; A :
LT . . ) ~N i ‘ @ - f ‘ .
82: Apply a sterlle dressmg , o g 1 2 3 411 2 3 4 1 7
. . . . . L ) 3 i} "
Ll iy - - . . N Y
B 83. Remove a contamimited dressing " - N 1 2.3 4y 1 2 3 4 1 2
3 e b . C ) ‘ . o E ’ R )
o 84. Apply a pressute bandage to a burn ' . ‘ 1.2 3, 4141 2 3 4 12
. § o o | e ' ¥
e *85. Position affd drape patiént for Trendelenbugb‘\ ’ ’ B 12 3 4} 1.2 374 12
R - 86¢ Postiion and_drape patient for Knee Chest T N T 1 é 3 4 @ 3 4 12
) e b P R . ' .
874 Posmo‘and drape patient for Semi Fowlers . —'.9' 1 1.2 3 «4]l1 2 3 4 12
... . 88, Position.and drape patient for Sims and Lateral ) ' 12 3 4|l 172,33 4 1 2
~ . » . . - . . - \ A
N 89.. Position and drape for-bithotomy--position \ L 1V 2 3 41 2 3 4 1.2
v L e R o LI - :
. : . , . ) : i - : 4 - ’ N
. *90. Prepare a_gederal physi ination tray - ) ‘. - 1° 2 3 41 2 3 4 [],)1° 2
., . ‘ - -~ o N ) . » . X
T 91 PrePare rectal tndy : RPN ' i "1 o2, % 4ff1 2 3 4 1 .2
., x ' s ' Y - =
f 92. Asist w1th rec-tal éxamination® - e . ¢ 4« = 11 2 3 A4t 2 3 4 1 2
e el ‘. 3 - - - ] N
. . . - ' . 3 ’ - : - L’ . @
r ' . v i d i . T s R ‘\ ' N b 51
<4 @
Lot . ‘ 2T 0) - ’
\ L = . & %




Read each task statement carefully ¢ ’

Circle the appropriate fiumber ‘under each headlng
for each task you perform.

Write in the blank spaces, at the end .of ‘each
sectioh, other tasks you perform that are not.

listed jin the inventory. ..

- =

-

Frequency

Sevegal times a day |

. ;
Once a week or several

.Once a day or several !
timés a week
s

1

(times a r'onth

Once a month or less

)

L

F lcx_ible

Average °

Above average

Highly critical

On the job training

Classroom: training

o

X

) ’ PR N -~
93. Set up ear, riose, and throat tray .
~ 3:

94, Prepare gynecologlcal tray. with Pap. Sméar set- up

95 A531st .thh pelvxc examination and Pap Test\
b
96. Assist patient‘l‘h sitting up

. 97. Assist patiept from wheel chair to examinifg table

- : [ , N

‘98. Restrain an infant or child

) .
99, Rssist with eyé, nstillation
o , -

100. Assist Wigh eye irrigation
$

101. Assist with ear instillation
: S
102. Assist with ear irngation
103. Assist a fainting patient
; ,
104. Treat patient for "ihogk

105. Admimster first aid for-.diabeth: coma

-

* 106. Admiinister ftrst ald for insutin shock”

t

s

1




v

120, Complete a surgical scrub \ & L

s
i ‘ ’ . 1 9
¢
i . - 4
. B3
i

- ) . / . Location
) Frequency ‘Criticality of Training °
-/ 5 7 . )
Read each task statement carefully. s = 9 g £ 2w
- v v
Cufcle the appropriate number uqder each heading i ~ “"'.f) MR- £ &
* for ¢ach task you perform. : e 9% jg £ “ 3 8
> v g e H ) =
Write in the blank spaces, at’the end ‘of each - E 3 D g . 8§ e €
‘'section, other tasks you perform that are_not - T J¢ g ¢ z B . > || 2 ¢
‘listed in the inventory. ' ’ S8 gE o2 gl s 8 8 e e 3
. ~ . . b s O 0O Cll e < <, T S ©
' - - /“ - F - =
. B
* \ . - é" - -
"107. * Administer first aid for poisoning by mouth : 1 2 3 41 23 4 1 2
§ 'r. ’- - ) . ) ‘
108." Administer first aid for seizures ~ 1 2 3 4yl 1 2 3 4 1 2
109. JAdmunister first aid for burn patients, (heat and electrical) I 2 3 401 2 3 4 1 2
. . ;, .
"110. Administer first aid for chemical burn patients 1 22" 3 41 2 3 4 i 2 -
¢ . B , v . . » ;
111; Administer fu‘sg aid for stroke victims * 1 2 3 4 1 2 3 4 1 2 .
: , - [y ’ -
112.  Administer first aif~for animal bites - 1 2 3- 4411 2 3 4 1 2
, ) - _ g
113.  Control bleeding with direct pressure, . 12 3 41 2 3 4 P2
. N T - (4 -
114. Control_bleeding by pressure to supplying vessel L. 1 2 "3 41 2 3 4 1 2
8 ) '
#15. Apply tourmquet for ‘hemorrhage - ) / 1 2~ 3 4y 1 2 3 4 12
116.  Assist physician with suspected coronary or myocardial infarctipn victim 12 3 4y 112 3 4 12
117. Give mouth to mouth resuscitation: ) . 1 -2 3 4|1 2 3 4 12
,118. .Give back pressure-arm lift, resuscitation - . " 12 3 41 2 3 4 12
; . L “
'Q -~ - i - *
119... Apply external cardiac massage " i r 2 3 4y 1 2 3 4 1 2
P [ - - ‘: 4 . N -
. 1 2 3 41 1.2




. ’ . T - ' - Location
- - N Frequency Criticality Training
i \ v ,;
i o ‘ 2 P . ’

Read each task statement carefully. > ¢ 3 o

Circle the appropriate number under -each~heading . ' DA §§ 5 :é g

- . . 4 -1

. o for each task you perform. - T - n °% Ss = % = & 3

L4 r ] 'é > Py E - g< B 2 E = -
_ Write ifi the blank spaces, at the "end of each E g« g ¢ -g E S g

SoNg a8 v g v 0 ‘g

section, other tasks you perform that are not s : EJE 1= ® v = _,:: ®

. . listed 1n the inventory. 5 g° g® ¢ ¢ 28 ® s q
. - ‘ wn, O o Olf m <« < T o 0O

\ S ' ; ’
121.  Don sterile gloves i 1 2 3 4111 2.3 4 1 2
L : T - ) S
i % .=
- 122,  Assist 1n putting,on sterile gloves 1 2 3 4 1 2 3 4 P] 2
123. Prépare skin fér surgery' 1 .2 3 4|1 2 3 4 1 2
. ‘ »
"124.  Seteup for gencral surgery . 1 2 3 4{l1 2 3 4 "1 2
. - L)

125. Assist with munor surgery ,A ) 1. 2 3 4511 2 3 4 1. 2

T26. _Assist in obtaining biopsy . 1 2 3 4 { 2 3 4 1 2

127. ‘Assyst with suture reToval , 1 2 3 4 1 2 3,4 1 2

' 128.  Assist with electrosurgery - - 1 2 3 441 2 3 4 T 2

X 129.  Assist physician n performing Scratch Test . 12 3 41 2 3 4 12

' : ) . .

130. -Assist physician in performing Patch Test - 7 2 3 4|1 2 3 4 1 2

- 131, Administer oral medication 1 2 3 all =2 3. 4 1 .2

132.  Withdraw: solution for injection 1 2 3 41 2 3 4 1 2

.7 133 ‘Preparc needle-cartridge unit injection . . 1 2 3 4)f1 2 3 4 1 2
T 134. “Admnster subcutaneods inJec:tioﬁ . 1 2 3 4 1 2 3 4 1 2

ot
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~ - Location
Frequency  Criticality of Training

Read each task statement carefully.

Circle the appropriate number under-each heading ~
for each task you perform.

Write in the blank spaces, at the end of* each
section, other tasks vou perform that are not

8

A

times a week
times a month
Once a month or less
Y

<

Several times a day
()nc'c a day or several
Once a week or several
Flexible

Average

Above average

Highly critical

On the job training
Classroom trainin

listed mn the 1nventory

135.  Administer intradermal 1njection

136. Administer intramuscular injection

137. Assist with cast application

138. Assist with removal of cast

139.  Instruct patient on use and care of crutches
140. ‘Explaln special diet to patient

141. Instruct patient regarding proper preparation for diagnostic tests

142. 7 Assist in use of Oscillometer ) .
i

143, Perform Hearlﬁg Acuity Tests

144!  Assist with Heat Lamp treatment (inffared)

145.  Assist with Diathermy treatment

. P
146, . Assist with Ultra-Sound treatment

147. Administer oxygen to patient

148 Administer Intermittent Positive Pressure Inhalation Therapy




c Location '
Frequency Criticality _ || of Training
4 ’ » _a —é: -
Read each task statement carefully. - > 8 € 4 ®
. - - g )
Circle the appropriate number under each heading ': 3 ?-E 5 g &
Z ~ ] b=}
for each task you perform. . 0% %5 =5 % = g 3
Write in the blank spaces, at the end of cach E Fe g g $ E o g
@ » ] -
section, other tasks you perform that are not T 2 g g ¢ = ® v > 2 §
. b = .= (5] - — = - @
listed in the 1nventory . % g=s 2% 2l § ¢ 8 = e A
’ - »w O o] Ol w <« < I c ©
149.  Utilize publications prqv1ding list of approved drugs 12 3 4 2 3 4 1 2
150. Interpret prescription 1 2 3 4if1 2 3 4 1 2
- 151.  Chart prescriptions - 1 2 3 4f| 1 2 3 4 1 -2
c ™~ . . i -
152. Prepare and replenish supplies in physician’s bag 1 2 3 41 2 3 4 1 .2
153 Organize and maintain examination rooms . 1 2 3 481 2 3 4 L 2 -
154. Recerve and orgamzw&dlcdnon samples- 1 2 3 4411 2 3 4 1 2
185,  Inventory ihedication and medical supplies B 12 30 41 2 3.4 L1 2
- - .
' ) 3 41 2 3 4 1 2
o2 3 a1 o2 3,04 12
1 2 3 41 2 3 4 12
- F =
- 1 2 3 4 1 2 3 4 1 2
‘ e
. N 1 2 3 -4ll.1 2 3 4 1 2
[ » —
: 1 2. 3 4|}1 2 3 4 12
o 160 12 -~ 3 4fl1 2 3 4 12
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\ ] g Location .
- . ~ Frequency Criticality of Training
» ' - - ‘- _g -] " . -
Read each task statement carefully. -~ 5 g 2 o0
. . - : s 2 g - ‘ €
Circle the appropriate humber under each heading ® 8. 25 s g - 5
[ =] - -
. for each task you perform. 2 Og _:g 5 & 3 E ‘s
4 Write in the blank spaces, at the end of ecach g .5« § v o - .8 £ 2 g
. F) . @ ©n « o —
-, section, other tasks you perform that are not T g g O = & g > e 3
/ = [T~ v = o] - =} - &
ltsted in the inventory g g5 gf ¢glEs 3B c =
] S - &6 & Sfjm <=z || o T
= - ==
3 i Laboratory Procedures and Diagnostic Tests
- 156. Perform electrocardiogram 1 2 3 4 12 3 4 1°-2
157. Adjust high and low power objects of microscope 1 2 3 4|1 2 3 4 12
) -
158. Use o1l immersion lens of microscope 1 2 3 4|1 2 3 4 1 2
* 159. Perform physical examimation of urine ! 1 -2 3 4|1 23 4 "1 -2
- 160. Determine the pH of urine 1 2 -3 4|1 2 3 4 1 2
161. Perform specific gravity (S/G) on urine specimen 3 1 27 3 4|l 1 23 4 1 2
] B
"162. Determine profeins in urine A 2 3+ 4 1 243 4 1 2 VY
3
* 163. Determine glucose in urine £ ; 1 2 3 4i{l1 2 3 4 1 2
. | \._,:/ ‘
164. Determine presence of ketone bodies in urine -1 2 3 41 21 4 12
165. Perform test for bile:and urobilinogen in urine 1 2 <> 1 2 3 4 1 2
A . ) N ’ . \
166. Perform test for blood in urime and feces v 1 2 3 4f11 2 3 4 1 2
%, +167. Operate cgntrifuge. 1 2 3 4il1 2 3 .4 12
- 168. . Perform microscopic exam of urine specimen . 1 2 31 4 1 2 3 4 1 2/
_ - 169. Perform a skin puncture’ i . 21" 2 3 4ll.1 2 3 4 12

\

\

16

£

3 .




e : -

L

-

- - " E] P * ) ) * - - M -
. . ’ ) v W4 .
v > . . ‘ Location
. - = : Frequency Chticaljwy of Training
- Lo -‘% - {‘ > - ’ = K " d
Read each task statement carefuny o . - . 4 | ] ob
- - * - . s 8 2 * % b} & go
A " Circle the appropriate fumber under each heading 'Y ) ': % 2 h;..: 5 7 & %
o for each task you perform. ‘ . B$ O £ - T B | R
. o >\3 r E ] E -2 o -
- 7 Wnte in the blank spaces, at the end of each ‘,\.E I - \\'—\\g £ e E
~ 1< . @ [~
section, other tasks you pefform that are’ not - . g S8 of ﬁ '§° AN £ ¢
. ‘listed in the inventory. N : oo $ 8% g® g1 S8 8 B « &8
' . O . . v O Q Ol . « <« =T Q.. ©
» ’ 8 : - it 4 . . ~ g
. . - - § ‘ . - - .o ) \
] - - N . - - - .
170. Obtdin blood specimen frof vein «with syringe and needle © e 1 w2 4l 1.2 3 4 1 2.
) o s ® N
. 171. 'Obtain® blood specimen_from vein wigh Vacutainer set-up’ 7 1 2 41l 1. 2 3 4 12
= N - < . 13 ’ ’ - " Y ‘:“ v
a - .- 1727 Complgte micro-hematocrit ® L . . 1,72 3 4l 1 2 3 4 1 .2
e ) . , . ton ) i ]
173.  Perform red bldod cell count using hemacytometer 12 3 4| 1 v 4. 1, 2
.“ . ' - ‘ » ' . ’ v ) 4 Tt
o 7 174. Perform white blood cell count usn;g Memacytometer 1.2 3 4ff1 2 3,4 /2
- 7 ’ , N ' -+ - u
"7 175.  Use Unopette for white blood cell count using hemacytometer - .. 2\ 3. 412 3 47| 1 2
) - . . Y . - '
: o ¢ 176. Perform hemoglobin de;ermu?ation thh h?n’?d‘glob'mameter . ® 1 2 3 4ll1 2 3 4 1.2
A : M -
‘ \
- S 177 Pcrform -hcmowm determine by Sohh Adams Methoc’ = L1 v2 3 4|4'1-2 3 4 1 2,
. i *178. Per.form hemoglobm by Cya’nmethoglobm Methed . . *}1 ? . Zi L4l 2 3 4- b 1 2
e 3y a ) * . ' . N : 0 iy
179 Prepare blood smear_. ' : - yoLo L 12 3 441 2 3 4 1 2
i ’ H o - ’ T . . - ' - . e
"180. Stain blood smear ° : ) * N 1 2 3 .49 1 2.3 4 })}.1 2
r B i SN 2.3 4.0.1 2
181‘. Examme ?med blood smear 3 P . . 2 ‘ 3 4fled 3 '
182 ‘Complete an erythrocyte sedimentation rate by the Wmtrobe Landsberg 1 2 3 41 23 4 1 2
"’4" . Method * . 0 / , 4. .
'U 183. Complete an erythroqyte sedxmentanon ratw the Westergren Met\hod , 1 ¥ 3 \ 4111 3 4 1, 2
“ - - - ‘ v ‘
RIC ? R A . L ) . | , ' .
rovingin G : ] » 3 —_—




” N Sy
v L] ‘ ' Location |
- . : - Frequency *  .Criticality of Training
-J""' ~ o d ) - " ’ - )
Read each task -statement carefully. = g i W
Circle’ the appropriate number under each heading g_,‘ §'§ 5 =l &. £
. . - Y PR ] —
for each task you ‘perform. . - g ‘03 _;g E - gc 3 :‘: g
Write in the blank spaces, at, the end.of each E &« $a4 © g E 8
<-/ [ ad - 3 » 3 Py E o u 1 o -
section, other tasks you perform that are not - :‘E" etz Ry & §
listed in the nventory . £ g g= 2llEE 3B e 8
- . . v O -0 Ol w « <« I © o
- - ‘V‘ . i ' ! .
184, Use colormetric strip test for blood glucose - -1 2 3 4 1 23 4° 1 2
‘ f_‘ ) ,\1 . - , )
» 185. Goemplete a bleeding time’ (Duke’s Method) . =12 3 441 1-2 3 4 1 -2
- . 6/ . ‘ - . . ) I
186. Complete ¢ zﬁulatxon time (Capylary Glass Method) r 2 ,3 4}f1 23 4 \ 2
* : " . < oA
-187. Typea bibod specimen (Landste,mer’s'Classxﬂcanon) o2 3 4prt2.3 4 L 2
s - AR - ‘ S ' R
» 188. Complete an Rh determination (screening only) ol 2 3 4111 23 4 1 2
. - A . . ] ) ”» - {, . . . ’ "
_189.  Perform glucose détermination by Folin Wu Methed , 1 2 3 41 2 3.4 2
. 190. Prei)are a bacterial smear - ’ - 1 2 e 4yl .2 -3 4 ' 2
L ) * o ) . ‘ A .
191. Complete a gram stain 12 3 .41 23 4 1 2
r LI ) ’ , c R V‘J .
192. Preparqe. a unit sgpunt for parasitology study I S R 2 3 4 1 2
193. Ianoculate an Agar plate ~ . 1 20 3 4) 1/2 3 4 .2
¢ { N E - -
" 194, Pesition i)atient for X-r;y examination 1.2 3 4 1.2 3 4 17 2
195. Load X-ray film in cassétte  ° - 1 "2 T3 41 2 3 4 1 2
- s, \
o , . { R . . -
196. , Ex[iose X-ray?g)t N : i ) 1 2 3 4‘ 1 2 3 -4 1 2
. 197. Process Xray film » ® . 1 2 3 4 1,2 3.4 1 2




- L : {8 M ‘ 5 "o
L - ,
, F c 4 . - _ Location .
. . . . " . AR Erequency Criticality of Training
. - , - N - -
. .
. . -] '?_ N . .
‘ . Read each task statement carefully. £ 8 ¢ 3 Sl W
: . . . { 3 - 8 : £
Circle the appropriate number under each heading ‘ T sy 'E-FE\-“a . i & L
. . . LV g — , 5.
X for each task you perform. . e °% 2 El} % g g
\ L . ; . . g = v 5 c Z ke 2 1.
Write in the blank spaces,-at the end of each E 3+ 3~ g $ £ S g 4
s .y . ' - n ] U L~
seltion, ‘other tasks you perform that are not (. sovE ez, el g B s e 8
- . . - s $2 32 gl % 8 3 ETN S 2
listed 1n the inventory. . - z g” g% 'glle 5 & & R
o : , & 8 & Ollm <« < S T )
: . 7 ,
* ¢ 4 7
. f . Y * R !
-198. Perform pulmonary function studies . - 1 2 3 4|1 2 3 4 12 ¢
199. Inventory and order laboratory ‘supplies and equipment ’ 1 -2 3 4112 3 44 1 2
‘ - ’ - o0 o L S . .
' Ty ' , i o 1 2 3 4|t1 2 3 4 1 %
/ e »
-_ ) . i 1 2 3 4f{1 23 4 1 2
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. TRADE AND INDUSTRIAL EDUCATION ) -
~“  THE omo STATE UNIVERSITY, 1885 NEIL AVENUE, COLUMBUS, QU0 "43210 | TELEPHONE 614 * 422-5001

1

I NSTRUCTIONAL MATERIALS LABORATOBY/

.

. Dear Dr. .

»

~

The Vocational Instructional Materials Laboratory is conducting a study that we
believe .you will find helpful to your profession. We are involved in developing new
"inftructional materials in the career field of Medical Assisting. The information from
this study will be used to rewise- ex1st1ng Medical Assisting programs”in order to im- , .
prove the quality of training programs being offered to students in your area. -
We need your valuable input as a doctor-employer to make sure the skills taught
to students in secondary vocational programs will meet the needs of their employers.
*N Please take a little of your time and complete this questionpaire and the brief back- - \
% ground information sheet. The backgroupd information sheet is designed to tell us ;
- what type of assistants aré¢ employed 1n various types of offices in various areas. |
The questionnaire asks you to respond to two questions for “every task performed in : :
your office.- The first question asks how precisely a” task must be performed to meet” !
established standards. The second question asks how proficient you would -want a . |
recent graduate from-a secondary vocatlonal program in medlcal assisting to be in per- T e

.

forming each task.

Your participation is vxta]]y <ssential ;to this project and your generous assistance

' is apprecmted Please use the self-addressed;stamped envelope to return the completed
A questionnaire*by May 16, 1975. Your prompt’ response will insure the indlusion of |
. )ypur)op.lmons in our study. Thank Yyou for your professional attitude and assistance. ~ . 1

” tr 4

Sincerely,

; »".- _ ‘ . on..f:l‘/)

# Faith L. ]ustlce
Research Assocmte,




. . AN
L?ql ' -
_ ~ . 1 !
" * *
. 75
- . SURVEY INSTRUCTIONS
N  We are concerned with designing curriculum to provide graduates from vocational

programs with adequate entry-level skills in the career ficld of Medical Assisting.  You
can help us identify those skills by reading-the explanations and following the instruc-

tions given below.

Please make any written suggestions you feel will help us in our

effort. -
1.

2.

P AN
) 3.

.
-

Fill out the Background Information Sheet completely.
Read each task statement‘carefully. Respond only to those tasks which are per?
formed, in your office by circling the approptiate number accosding to the follow-

ing codes: ‘ - . .
~ :

+

Criticality indicates the tolerance level allowed in the perform'ance of each task
without significant loss of time, materials, equipment, patient comfort or safety.

Relatively unimportant whether the task is performed in a
certain way or not. (Example: Read to a patient*)

2. Average Criticality: Deviation from prescribed methods could result in

* minor delays, patient -discomfort, or loss of resources. '
(Example: Administer enema*) _

3. Above Average Criticality: Very little tolerance may bl allowed with-
out risk to worker or patient or loss of resources. (Example: Maintain
isolation technique*)

4. Highly Criical: ~ Must be done within strict parameters to avoid irre-

: versable loss of health or expensive equipment. (Example: Administer
‘intravenous medications*) ' - )

1. Flexible:

i

-

Proficiency 1ndicates how proficient ‘a recent graduate of a secondary vocational
program should be in performlng each task. -

—

[N

1. Familiar with the task, but not skilled in performmg ft.
' Slxghtly skilled in performance can perform under direct upervision, need -
review and practice. . ' \
3. erately skilled in performance can perform with" partial supervxsxon BN
and brief practice.

4. Highly skilled in ‘performance, can perform without supervision, no prac-

tice needed. . |

In the spaces provided at,the end of each section, write in and rate any tasks that
are performe'd in your office and are.not listed.

[

- *Example taken from results of A Study of Nursing Occupations conducted- by UCLA

in 1972\ ‘ .
:*‘\\ \
L 2 By .
LY
- 172 -

=1




-BACKGROUND INFORMATION SHEET
THIS INFORMATION IS CONFIDENTIAL AND WILL BE o
USED FOR RESEARCH PURPOSES ONLY. THE INFOR-
MATION WILL BE REPORTED BY GROUP ONLY.

1. Check primary type‘of agency where you 'practice:' )
- : _éingle Practice + _ Clinc - h"
= —_Group -Practice —_Hospital . )

2. Number o'f doctors 1n the office o

3. Medical ;pecialities of office C -

) Y. i - . 3

4 Number of assistants you supervise_ - -

5. Number of assistants in the offfce by job title:
.
Certified Medical Assistant
Medical Assistant—Clinical
Medical Assistant—Admunistrative

I’ 4 :OTher (spééifj') .

) _Registeréd Nurse
Licensed Practical Nurse
Medical Techr}ologist

6. Do ‘you provide on the job-training for untrained Medical Assistans?

Yes 4 .'No
’ . »
7. County of practice, . .o -
8. I do not employ medical assistants_
9, I do not wish to respond~to this survey "
10. Comments: ’ . ' ) .
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- TRADE AND INDUSTRIAL EDUCATION
) * - o - -
. THE OHIO STATE UNIVERSITY, 1885 NEIL AVENUE. COLUMBUS, OHIO 43210 | TELEPHONE 614 - 4225001

« .
- . —

- o . Mayl9,1975 T L
. 1

_Dear Dr.

I recently mailed-to you a survey concerning tasks done by Medical Assistants. I asked ~

. that it be returhed by May 16, 1975. If your survey is in the mail, thank you very much for
' your professional assistance. If you have not returned the survey, please fill it out and"

return it. If*you do not employ assistants or do not wish to respond, please take two min- .

utes of your time to fill out the brief background information sheet, check the appropriate |

space and return the survey by May 23, 1975.

As 1 mentioned in the cover letter, this survey is part of a federally funded project. The
information will be used in a State-wide curriculum development effort in the vocational %
training of Medical Assistants, “The results of this study will be reported to’the Ohio Medical -
Assistants Assoclation and each county medical society that provided us with a directory. '
If you have any questions as to how this information will be used, please feel free to write ;

or call me at the above address.

»

: . ) )
Thank you again for your valuable assistance in helping to make this study accurate and
representative of the medical profession's opinion,

Sincerely,

'- . “ ‘ _
. 5 ’ 2 ) .
- Todd . -
. v . )
’ ? . Faith L. Justice . .
Research Associate T

K
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' . TASK SURVZY STRATEGY EVALUATION
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o TASK SURVEY STRATEGY EVALUATION

PERFORMANCE OBJECTIVE

After reading thé modules en task survey techniques and the tw ie studles pre-

sented, the workshop participants will discuss the following questidns’in a group,
and produce written feedback about €ach question. oo
b - - .
. - l\

? Compare the data presented in both Studlts How conld you use this
data in course .development?

- o~ ! N ’ * 4
t ’ ~ .
2. What limitatioris and advantages should you be aware of in each study?

(i.e., charactenistics of pgpulation sampled, sampling methods, background
information, survey format. questions asked, etc.) ’ /

-

i &

.
— . N
)

3. Assuming the data was vahd, what decisions could you mak} ‘based on
this data and stratafges suggested for analyzing the data? N .
> ‘ X 3 .
S ,

. . ' ~
4. Do you think the task suMy process 15 a valid means of obtaining data

for curniculum development? Why or why not?

. Y e I e

«

AV ’ > J

T - -
5. Do you think gask surveys can be implemented efféctively at the lo‘,al

. level? Why" .

1

5




N - - IS

' ' ' . ' . T - .
6. "Would yeu implement a task survey process iﬁ.ygur school systems? ]
Who wpuld be responsible for 1t? What wodld be.its purpose? Tl . -
Y} B - . N

~/

» * . .

~ . he .
- \Q& - .
. - " -

~ N -

7. If you had a task survey process in your school systems. what kinds
of data would be most useful to you in the curriculum development .
process? What kinds of questions would yu ask? Who would you '
survey? . . - .

- .
13




