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Para})r:)fess‘iomil :
Program Alde
Aide:

e

-

Home Economist :
Trainer Agent:

Supervising Agent:

Supervisor:

. . . ;

Low-Income
Audience:

Clientele:

~

Hom;maker :

Home Visit ;

- Working Visit:

One-to-One
Teaching:

Small Group
M&ting :

Large Group
Meeting;

-

‘8 - e

“ The paid staff member who -
receives Mirection from *

professionals and is employed

to assigt .or extgnd their efforts
through' direct contact with

clientele in the condugt of
educational programs,-The .
positign is usually restricted to |~ *
individuals who have not T
completed or do not have a’
baccalaureate’ degree. Most often

the individual is mdlg‘enous to

the target audience.

.

Titles useH for the professional
» home economlst responsible for
tralmng a d supervising
paraprofes onals and for
developing the program.

Marginal families existing on
very little money and with very
poor living conditions. Within*
this audiende the main target
is families with children.
Families include those with one
or both parents.

The wéman or mother in the 3
low-income family whom the
paraprofessional involves in the
program, .

A session in the home of the
low'income family when the
paraprofessional demonstrates
and teaches the homemaker a
plagned lesson related to the '
ubJectweq of the pr’ogram «4

4

An informal meeting of two to
five homemakers (most often

. held™n a home) with a planned
_ teachmg objective. '

\
A meeting with the low-income .
audience, consisting of five or .
mare participants. It is most
often held outside the home and
with participants other than
neighbors or community
residents.

v
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Paraprofessuonals ‘
in Home |
- Economics -
Programs for
Low-Income
Families

PLANNING THE PROGRAM

Paraprofessxonal aides recruxted from the
target audience are vital to the" succesy of
educational programs for low-income people
They have experienced most of the problems
that low- -income ‘families face, and have de-
veloped special skills in coﬂmg with and solv-
ing those problems.

Planning for the use of paraprofessxonais
should begin when yoy first explore the needs
for your low-income %rograr_n. Because they
--come from ‘the local community, the charag-
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teristics of that }:ommunity will define the
kind of aides you nee§ to employ. ’ >
Your first step is to learn as much as possible,
about the problems of the-‘community’s low-
income audience Gather all the statistics you... .

can. [ .
>

- H N
Analyze the Situation .
- / .
Agalysis of data such - following can
guide you in employing pa egsional aides. Z
" "/’ °

. _

’
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Data on the audience L0 ,
How Many or ‘ - .
What Percentage Situation ) Source of Data
) ‘ _Families receive welfare Welfare Dept.
‘ : _ assistance . Lo .

Families receive “Aid to’ .
"Families of Working Poor”  Welfare Dept.

Families’ have iqcome below Welfare Dept.
poverty level - (Poverty level
. varies by State)

— " - ‘/. - -
. ’ Adults have less than 8th U.S. Census data
13 : grade education
. - ~
Y ) - : . \ . :
T - " Children enrolled in School
- kindergarten ' superintendent |
s - School .
. *School dropouts * superintendent
,° ’
P Houses in dilapidated U.S. Census
T . conditions _ of Housing
. | P
. Families receive food Welfare' Dept.
. —t stamps -
. ‘ Child‘ren receive school School ' i ,,.’
: . lunch or breakfast superintendent \
2 - ) -
. ~ .Persons receive unemploy- Local office of
Ny . : ment compensation U.S. Employment
A ) . _ Service
Unemployed  * State Labor Dept.
3 o .
. . . Families live in low-rent Lotal public i
- - public housing - housing authority
) ; Clients of Farmers Home . FmHA offfce
) Administration (FmHA)
.
. . i ~— e
' . §
- f




Study characterlstlcs of the commumity

You need to know how the community
affects the target clientele., Are low-income
families isolated- or urbanlzed" Are communi-
"cations media ‘and transportation readily
available? What is the potential for recruiting
local volunteers to work with the program?

’ [}
Know your resources

) Understanding the resources *available to

you will keep Your aims realistic,c and may

determine the scope of your goals Your re-
sources. include:
BUDGET—Are your funds earmarked for a
particular. purpose? Are there specific
eategories for. which they must be spent,
such as personnel, travel, supplies? How
large §s your budget? Allow for inflation-
ary-8osts.

TIME—Must objectives be accomplished in a
specific time? If you employ paraprofes
sionals, will their working hours be flex-
ible, or restricted to daytime hour3? Is a
normal work week 35 or 40 hours?

CAPABILITIFY - OF STAFF—Can present
staff handle training and supervision of

-, the program? Will additional resoyrce

- persons be needed for some areas of train-
ing? Is such help available locally? At

+

what cost? Do you feel comfortable with -

the prospect of initiating this new pro-
gram? What inservice "education will you
need to increasd’ your own professional
skills in working with low-income fami-
lies? -
. -
Understand Your Audience

Audiendes  with limited resources may be
young familjes; seniors;: or youth caught ln.
the hard-to-break, low-income, low socioecé-
nomic -cycle. It {s toe easy to generalize about
the characteristics of groups. .

If 'you have no6t experienced - working with
your identified audience, you can take steps to
learn about and understand their needs and
how they might react to your progranY,

For,?example, you can—

- Talk to others who have had experience

with that gudience.
- )

[ P

*

e Ask your local libfayian to alert you to
‘new books or articles on aspects of low-
‘income audiences.

« Consylt with resourée people at the state
university, such as *family spbcxallstﬁ
sociologists, and economnsts Some-univer-
sities have centers for
studles or programs concentratlng on par-
ticular populatloh groups. '

e Volunteer in a comniunity project that
will put you in direct contact with mem-
bers of the clientele group

Determine Objectivgs

Clearly stated objectiv®s will help keep y6ur
program on target, and will help you i(now
when you- have succeeded.

Sometlmes it is easier to think of-a measur-
able long-range goal first, and then identify a
series of  short-term objectives. In each ob-
jective— :

tively or descriptively. =
o Stated desired changes in behavior and

o Identify you}'rildlence;deﬁned quant'rta:‘

.attitudes of the audience (increased
knowledge better -practices, and use of
lnformatlon

. T i

Involve Clientele and Community

';Involving people from the community in
planning your program at its initial stage
and as it -p'rogresses, helps insure success.

It is not necessary to bring such planning
groups into a .formal orgarization, committee,
or council. Ad hoc_committees may be con-
vened at different times, or you may organize
a program development committee to function
throughout the program. Both kinds of groups

should receivg orientation to the objectives of

the program and on your expectations of their
role as members.

A program development ‘committee may
function at different levels+~community, area,
county, state. .Representatives of the low-
income clientele should participate in such

" committees. Provide opportunitiegfor them to
speak their thoughts, to have opinions
respected and considered, and to they are

3

° )
’ 9 .
.
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making a useful contribution.

(‘oncentrate the meeting agenda on only a
few *ifems; ‘and .give copies to participants in
advance, so that they can think @pout the

, topics, and prepare to take part.

An aggnda might consist of a _few open-

|

tervals will help you keep track of your spend
ing and adjugt it as needed. .
Program accountability is concerned with ac-"*
compliding the objectives of the progragn.
K&p records as simple as possible. Provide.
time within each’ employee’s period of paid

ended questions. For example: “If you were
-starting a program, how ‘would you get the
information to people who would benefit from
lt ‘,'1 A . i

See Appendlx I “Prmcnples of Social Action”
for an‘oytline of methods of gaining commun-

employment to €omplete records. This empha
Sizes the importance of records as part of tht
job, and maintains a positive attitude on th¢
part’ of the employee toward accurate record- *
keeping. '

.ity support. v . o
- Cjxnil Right (o) li
Plan for Program R\.&ords il Rights and EE ompliance
™ Standards ‘ f

Iuven program 'requires. acgountability. .
Pldnnmg and designin_;{ appropriate.and timely
records will give you infoymation about the
progress. and managemenf of the program
‘ when vou need 1t. 1

The =ection on “Evaluating the Program,”
can help yvou decide what kind of*records you
need to keep. how .to analvze them. and the
freguency apd routing of your reporting

Accountability is usually either “fiscal” or
“program.” Most federally funded programs
.Jrequire both kinds. Fiscal accountability is con-
cerned with using program funds for intended
purposes. Stdvmg within the budget is gne
consideratiop ; ddhermg‘ to categories of spend-
ing within that budget is another.

If you are responsible for fiscal accountabil-
ity, setting up a good bookkeeping system and
requesting budget status reports at regular in-
)

) o

Cooperative Extenslon has a responsi il'zy
n

ploying people, we must;in addition h1r
‘out discrimination as to religion age,

-

must keep to assure compliance.

&
&
3

. .y
o /
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EMPLOYING PARAPROFESSIONALS

P

Job Descriptiogs

A description for edch kind of j8b in the
programh is anh important management tool.
Job descriptions help the employee understand
the nature and responsibility of the job, help
the stperviset keep the program on target,
and provide a vehide for program acount-
ability. A"typical job descriptign includes—
- s Title of job ’

"o Statement of nature and purpose of posi-

" tion :

o Major dutiesgnd responsibilities .

e Statement of¥@elationships of the position

fo the supervisory structure

o Qualifications needed for position

If the program 1s a continuing one, consider
d 'signing. several levels of jobs, so\that 'gm~
ployees have Jpromotion oppgrtunities or a
“career ladder” As an example. there ma};/be
three levels of program aides: - .

Aide Trainee—title during first vear of em-
ployment, during which she or he is l‘earning to
assume-full responsibilities; of AMe Grade,II.

Aide Grade II—Responsibilities may be to™

maintain a workload of at least 35 program
families, to make 35 to 55 working visits with
these families each manth, to rotate two to
three families into 2:3 out of the program
each month, and to conduct group teacHing
sessiogs with adults. . )

Aide Grade I-—Responsibilities may be to
maintain a workload of at®least 45 program
families. to mak® 45 to 55 working visits with
these families each month, to rotate three to
four families into and out of the program.
eath month, to conduct group teaching ses-
sions with adults, and _to provide guidance and
Jupport to volunteers x:esponsib}e for youth
groups.

Categories may depend on the number of
aides to be employed irﬁh&g:gram and -the
zszx'opriateness or need for levels in the pro-
gram.” ’

Recruiting ‘

If the state personnel office is handling staff
ployment for your program, ¢ou whll need
to know about “privacy act” and employee
benefit programs Find out whom you can

N

ERIC .

IToxt Provided by ERI . ~

¥

refer questipns to. A

You may find that the employment applica-
tion form' used for other staff in your organiza-
tion is not appropriate or does not give infor-
mation you need. If vou design a new orie, have
your equal employment opportunit_y" coordi-
nator review it. . L

Make sure questm;}’.\ are clearly -stated. fit
vour need, and meet legal reqyirements. Use
of photographs and questions about age and
mfrital ®atus are disallowed. o
~ Appendix 2 is a sample emplpyment applica-
tion form used in one state EFNEP program

You should make every effort to amnounce
publicly all job vacancies Theyv should be ad-
vertised so-that all audiences or ethnic groups
will be reached. You might—

¢ Advertise 1n local newspapers

¢ Review existing apﬁlications' . .

. ¢ Place 'announ.Kement in state employment
office

Advertise ‘over local radio $tations ‘
Personally -contact candidates
Tell homemaker clubs and 4-H members
Ask for referrals from community leaders.

Interviewiﬁg Applicants

e

Thé interview should help you screen appli-

cants w ave {f\;;otential fron¥ those who ap-
pear destined to fail if hired, and to judge other

abilities important to the aide's job.
Suggestgd Interview Outline:
1 Review with the aide the job responsibili-
ties, expectations, and qualifications.
2. Be able to explain pay. hours, employ-
ment procedures. benefits, and training.
3. Plan in advane® the questions to obtain
information needed. Before the interview,
contatt the prospect’s re?grences and pre-
vious employer. \\
1.. Understand interview techpiques .
¢ Put the person at ease by \\aﬁkl’ng %2 few
questions about comfoft, where to sit,
. othel impersorial commengs. |
., » Be friendly but businesslike. Refer to the
writtén application if it puts you and the
applicant at ease.
e Ask info;matmmgettmg questiu\ns Open-

t . \

LA)
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. ended questionsg are good and can begin
., with:
“Tell.me about
“How do you"’
“How do you feel about
¢ Avoid the “third degtee”
.tions. =

¢ Discuss specific information, sueh as—
—Need for.d car.w ith insurance coverage

. —The kind of work the apphcant will be ¢
* doing if hired - .
—Geographic location of work

—Physical requiremients (amount of Ka]k

« 1ng or atandmg'or lifting involved)

. —Time period to prove ability and work
performgnce before permanent employ-
ment A

—Other parficulars about the" job.

"As you close the interview, ask applicants
whether they have any questions.

Tell applicants approximately when they -

¢ *
o
‘)Yl
‘)Y‘
‘)’l , 1

or trick ques- °

L S - will hear from you on whether or not they
) are hired. o .
B 5. Summarize your impressions and infosma-
N tion imrnediate]y after the interview. -

. L

Criteria for Se'lection' >

When you are selecting paraprofessional
aides, wnsuden whether (andldate% have such
qualities ag— " )

¢ Good health .

o Trustworpthiness and responsibility

.
-

' o Willingness to learn "gmd apply what is

learned

. o Ability to read and understand the ma-’

terials that will be used
ov Ability to accept directions and sugges
tions from ‘the supervisor '
o, Interest iry sharing learning with others.
Does the candidate seem able to keep records
and make reports. to keep all family informa-
tion confidential, to work with peopie who may
have different standards"
an_ﬂ'm pem(m communicate with peop]e—
talk. utfh them, not to them-—and listen to
what they* say? Does the apphcant speak the
language of the clientele?
- Find outwhether the candldate has access to
a telephone.
Some of the above qualifications may be evi-
dent during interviews. Others will come to
light during initial traning. If applicants are

- . N \ * -
ul , ¢
unsultable‘for ob now is the time to ﬁnd .

out, ehmmatmg quervmorv problems later.
¥

Npmymg Appl“cants

The applicant should receiVe a letter from
youpn the Status of the application. Unsticcess-

¢ ful applma #s should be advised why they did
not-get the pr Write a lette’r to all applicants.

. .»

+

. SAMPLE LETTER
TO UNSUCCESSEUL‘ABELICANT
Dear* . : . N

”

o -

Thank you for consndeﬂng emp]ovment as an
Extension Program Aide “With ‘
County (or gity). .

We regret to inform you that we are unable
to offer vou this position. (Here you may want
to indicate a more definite xteason). If you de-

sire more information, please ¢ ct me. .

. Thank you for your interest {n Extension. .
+ * - .'

* Sincerely, ., L |

b= _Signed |

- L e |

- -

SAMPLE LETTER .

_OFFERING APPLICANT THE.JOB. -
Dear ‘. -

Congratulations! You are offered the positiont.
as Program Aide in County (or city).
You will be placed on hourly wages from 1 to:
6 months. R

Please come by my office on (date) to com-
plete the necessary employment papgrs,. 1 would
liké you to statt work on (date). '
We are looking forward fo having you with
us. ’ *

Sincerely,
Signed

Em‘ployee Handbook

Employees should know their rights and re-
sponsibilities and the organization’s policies:
These may be communicated to them through -
letters ox orally Or you might print an em- |

~ ployee handbook intluding the fo]lownng in:
formation: .
Introdul'lmn—— a welcome to thé job and bnef

612 e .




description of the program. = .
Organization—putting this program into the
o context of the agency or 1mt1tutlon ..

T »—the nature of the.job.
. l'.'qiml ()pportunilv-——a statement of policy.

Pay and lwnejlts .
- Pay—limit on hours, beginning and end of
pay .perlods, keeping time records, when
; . check will be received, deductions.
' Salary increases—anniversary dates, merit
increments, ete, .
Attend;ance——rpethod of reporting ab-
.. ’sences, expectation of regularity of
3‘1 work
", m. éﬁb;hme . ) .4
Reimbursement. )
. Expenses—what 1s allowable, keeping rec-
e ords, recelpts, when and how to submuit,
Personal ﬁnances——avmdmg .garnishment
wr e ages.
N 2 sidé work. -
HolldayS—how many.,
Vacations-—-regular, and what is auowed
at. time,of resignation.
Sick leave. '
Retirement plan.
Group life insurance, —
- Health ingurance. ‘
" Workmen’s compensation.
Unemployment compensation.

~ .8

hmployoes responsibilify or job llmvrquwn .

~

- .
Educational benefits <
Other "benefits, . .

Other Information : ‘

Initial probationary period—how
kind of evaluatlon and performance
expbeted. . ., . . . /

Transfers. .

“Employment of relatives. ..

-. Solving proble{ds—'f—ﬂmeedure.

- afety—create awareness’of importance.
Resignations——procedure, forms required.
Leave—pohcnes and procedures.

"—Annual, sick. temporary,
tated, materqyty. =«
——Admmlstlatlve, Jury duty.

ncapaci-

Change of address or name—how to report-

change.
Training—requirement  of
when provided and by whom.
Reportmg——requlrement of job.
Promotion—levels of posttions. evaluation
and recommendations.

dttendancg,

long, 4

+

L

>

Performance, evaluation—procédure and .

frequency.

Probation-—causes and procedure.
Ideas are welcome— encourage aides to dis~

cuss ideas for 1mprovement
ConclMision—a brief -summary statement
should encourage the aide to ask the super-
visor about employment pohc-les and pro-
cedures.




‘TRAINING PARAPROFESSIONALS

.
. kS
¢ \\\ .
’

Desig_ning the Training Curricuium - '
. .

t

The home economist must take the initiative .

in both planning and-imple
curriculdm for par
vital to have a caref
ing before it, begins.
The trainer-agent must know subJect matter,

ting the training
fessional aides. It .is.
esigned p(an for train-

~

" how to train ‘paraprofessionals, and how to use

program outreach methods. In any educational
process, the trainer must know- the “why” (ob-
jectives) ; the ‘“‘what” (content); the “how”

" (techriques, methods. Skl“?) The trainer must

know how w’evaluate the program. Those be-
ihg tramed as aides should also understand
these basic aspects of the program.

A curriculum plan for. tramm‘g paraprofes,
sionals should cover—

o Strueture and procedures of the agency
Objectives of the program
Sub]ect wmdtter content
Techniq*\ethods. and skills
Frealuaty results.
¢ J - %

e Structure and Procedures of the Agency

a.raprofesmonal ardes neeg to understand the
pirposes of the organization employing them,
how it operates, and how they fit into the
county state, and national picture. They need
facts abouf their clientele, their superviston,
and the relationship of- their jobs to those of
other employees. Discuss the ageney’s manage-
ment procedures. Give aides opportunities to
practice each procedure and.to learn why each
i8 important. =

o Objectives. What a’e purpos’es of the pro .
gram and the training? Training.plans grow
from program objectives. Based on objectives,
you should plan, for example, whether the aide

will be working with families in groups, on a

one-to-one -basis, or both. Will home visits be

nrofessional work alone or on a teaching team?
How much freedom or independence do you

" want the aide to have ? What kinds of acecounta-

bnhty will be needed? How much time do you
have to get the aides re to start work? What

‘

competencies do they”already have? .

Q

o

-

o Subject-matter content. What subject mat-
ter do aides need te know to carry out program
objectives? Are fahilies to learn basic home-
making skills, how %o manage money, be better
parents,.prepare more nutritious meals? What
is the least training needed to effect desired
change? How much time should paraprofes-
sionals spend in developing “lessons”?

- Think about what content is basic for aides
to understand before they start to work with
families, and what concepts you want them to
transmit to the families. In line with program

- objectives, what are families expected to learn?

o Techniques,’methods, skills. These must fit
the clientele. How can aides best reach and
teach their audienc ? Low- -income families are
no more all alike than are mlddle income fami-

. lies, but some techniques seem to be more suc-

cessful in working with people who have ex-
perienced hardship, deprivation, or failure.
Warmth, rapport, and a caring, helping rela-
tionghip wil] ehcourage learning.” The section
on “Teac_}aing Low-income~ Families® outlineg
some of the special skills and methods needed

to'teach subJect matter to low-income audiences. ,

e Evaluation. Have we accomplished what we
set out to do? Evaltation helps you determine
whether paraprofessionals are- working 'effect-
ively. Plan to.build into each training lesson
a guide to assess progress. How will aides and
homemakers learn to recogmize progress? Will
paraprofessidnals learn to recognize home-
makers’
fits into their progression through the pro-
gram? How can paraprofessionals learn to
evahfate. the homemakers’ comments and prac-
tices in terms of program objectives? .

Teaching aides about these bagic facets of

" the program (§tructure. objectives, subject-
“an important part of the work? Will the para- -

matter techniques. and ewvaluation) should be
included in your planning for both mntlal and
on- the job training.
implementing Training ;

Training programs- for paraprofesisonal

- o
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aides consist of two phases: (1) Initial training
before the aide begins work and, during the
early stages on the job, and (2) .On-the-job
training throughowt the entire _program.
Initial training

Initial training should prepare aides to be-
gin working with families, giving them basic
skills and some opportunities to practice those *
skills—a mix of classroom learning and home
visits. This way. q\_éstnons and concerns can
be dealt with before they develop into prob-
lems This mix will vary with the aides’ abjli-
ties and previous experiences. Training should
provide opportunities for group interactjon so
‘that aides learn from each other.

Aides need to.understand program-gbjectives.
Discuss these, using case studies of situations
that might arise “in the field.”

-—— ——

v Discuss the agency’s mahagement proce-

" dures during initial training and give aides

dpportumties to practice each prdeedure. They
need to know the reasofy that each 18 im-
portant to become committed to promptness
and accuracy Training for aides on record-
keeping. for instance, should cover records
on program families, aide records (time sheets,
mileage. etc.) and report writing.
* Goals of imtial training should aim at help-
qng aides—
1. Undefstand the purposes of the program
and boundaries within which they can
work . .
2 Understand the purposes in terms of
realistic measurable accomplishments
3." Understand how people learn and change
4 Provide learning experiences appro-"
priate to clientele

5 Bring about changes. in clientele atti-

tudes, knowledge and skills

6. Understand and be able té commumcate

subject matter .

7. Establish rapport with low:incofme fami-

lies ‘

Use principles of group participation

9. Reach and teach children in the audi-
ence "" ’

10. Know of agencnes and commUmty re-
sources available to families, and refer-
ral procedures

11. Understand rules, ‘standards, and ethics
that should guide their perforrxncg

Qo - v
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-

12./See when families are learning and
making progress toward goals .

13. Know when families have completed
program objectives and are rehdy to
move to other experiences

14, Kéep records and use data to assess
progress “of, families and determine
teaching pla‘q

'Reassure trainees to help dispet~the aides
anxieties about the ne“")ob. plan the first ses-
sion of their initial traming to answer the
kinds of questions asked by new employees

Outhne the training planned Tell them what
they will be doing in the next few weeks. It 15,
mportant that new workers feel this is theu
training:

As part of the Ity traming, paraprofes
sionals should visit the Extepsion office I1f the
training 15 conducted elsewhere. Give them a
complete ;ffcture of the orgamzation, their
program, and hovu this program fits into the
total organization.

Each session of the initial tramm;: should
logical sequence A “time table”
should show paraprofessionals how well and
by what date vou expect them to perform each
function.

Put trainees at ease before presenting any
subjegt matter. Learnming is difficult if. one is

embarrassed or frightened. Encourge free dis:
cussion and exchange of ideas to reveal the
bresent level of knowledge. This often provides

information useful to the group. If partici-

pants are encouraged to restate problems and
procedures in their own words, mnsunderstand'
m show up and can be clarified at once.

ng ‘“‘cause and effect” relationships mean-

“-ingful helps increase retention of the material.

Teachers need to recognize that there is a

platedu of learning when no apparent progitess
takes place. This indicates a need fer-a change
of activity for a time. This might be assembling

« of demonstration or teaching kits on the sub-
Ject matter. A paraprofessional will use these
on home visits or-in preparing other visual®
materials to be used with clierite]e,

The importance of repetxtiowm learning is

well known. Skills-and knowledge ofice learned
are soon lost unless they are reinforced. Hav-
ing a trainee do several demonstrations" will
result in better learning and build greater -
self-confidence than doing only one.

9
15

-




e

A

SN “~“Buring f’he training period, be generous with
* praise. If learning is slow. you need.to be re
assuring and patient. -

The level of asplration can be kept high
if paraproféssionals are frequently. shown the
end goal. Séeing themselves as important parts
of a team, de%tmed o do 1mpz)rt.4nt things for
people and aocnet) %S a whole, can spur them
on to new learning.

The setting is important in initial training.
Comsider the background of new employees in

-

. terms of formal education gnd previous ex-

perience. A friendly, informal setting may be

. more appropriate at first than a struetured

LR classroom situation. ThlS i§ especially im-

"poftant if the new emplovees have been out of

school for a long time.

L Select a location accessible to the group. It
should be easy tu find. where transportation and
parking problems are minimal Famihar sur-
roundings are helpful for those who have had
limited experiences, but a variety of sites may
be Used during the training period Some ses-

- sions may¥ be planned in the Extension .office
or teaching center, 1n heighborhood facilities,
churches, outreach centers, community centers,
ete. ., .

For sessions on wsubject matter or skills
requiring special equipment and facilities, &
classroom or éorkroom is best.

Experience in training pdraprofewional\
suggests that small classes dre more effective
than large ones, with 12 to 15 participants as
a paximum. Each participant needs an oppor-
tunity to practice.and participate in all the

~- learning experiences and to get individual help
as needed,

¢ The time you

- . depend on:

o The knowledge 4r‘ﬂfdlyht\ of the new em-
ployees, as well as then skills and experj-
ences.

- " e The complexity of .the program ‘md time
' constraints. .

lot for 1mtial tramm;(‘Wnll

 The objectives and-content of the program,’

and whetlrer if 1s to be conducted entirely
in groups or will start on a one-to-one
. basis with clientele, °
Too ‘brief initial training may mean more
intensive on-the-job training and a neeq for
closer supervision later.

You may needgnore time to teach parapro .

Vtacts or home visits.: Pu

fesstonals than 1s usually needed for t
fessional .worker. Presenting 1deas an
will not be enough. Duing, wilf* be
You %houl’l offer realistic situationsfin
principles can be pointed out, Traj
give the learner time to trv ne
skills.

Many home economists beliey,
ing perioc¥ creates anxiety ab
dulls enthusiasm.
site visits and wdnge on th
the ;jdrapxoge%slonals mlg

dppl‘u:e whdt thq hav .
egula‘/t aining 1n
. intefs ersed )Gvith

a/

0 l arn the fundamen'ta]s of &

reg¢ént knowledge and skills of - -

/"As the professional super- T
¢bably teach many sessions.
s/ of ‘vour agemcy may also
owledge and skills that can en-
ng. Representatives from- other
t be asked to explain their fune-*
r new "workers. You will need to
ng sessions to fit specific group
/these needs show up during train-

,if'y——Do not try to cover too much
ial in ane session. -

ea ﬂexnble plan that allows for adjust-* . .
Zts wor additions ' - :
effective vmualq to make the lesson

ore appea]mg

nvolve pardprofesqlondlq in the training
in 45 many ways as possible. Having
ineés show or teach each other is a,
gond technique. Combining the “doing” of .
a skill with the “how-to-teach” and- the

! principles of léarning will reinforce all -

" three.

Select methods suited to the subject you are
presenting. You Il seldom use only one. Check
vour traxpmg plans for a variety of nrethods
such as—

16
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Demonstrations

¢ Visual aids

Slides and tapes

s Video tapes

Role playing

Field trips w

e Workshops -

» Case studies or problem discussion.

Use community resources.In some areas,
community resources, other professionals, and
agency representatives may assist iff the train-
ing. Their input also shows paraprofessionals
the kinds of help available Mix working toward
common goals. :

- Examples of such use of community re-
sources in training aides might inclyde—

» The Extension agricultural agent teaching

", lessons on vegetdble gardening 4

o A representativé from a social service

agency dxscussmg the agengy’s servieesgf on”

“for low-income people !f
* A representatiye from the Yobd stamp
office explaining Yiow people apply for food

—Oral tests show whether the student
learned, but they arg time-consuming. A
sharing of experlenc
ward what has been learned.

—~(Obsgerving paraprofessionals at work.

the best information about the effective-
ness of training.’ Accompany the para-
professional_on a home visit, observé a
gemonstration, listen while the parapro-
fessional teaches. These will.suggest areas
that need strengthening.

Evaluate trainees on how much they know

about— "
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Training is néfer completed. Personal
growth is oge off the satisfactions derived
from work. Contif ued
stich growth’ o

When the e parap fessionzals start work after.

‘the initial t nmg period, they should meet
together freQuently on a regular basis to dis-

cuss .their reactions, specific problems, and
hpproaches Training for aides is usually sched-
uled ohce a week" barly in their £mployment,
then less frequently after the first 6 months.
ﬁ‘e 5o, JPerhapsionce or twice a month will
_be, enpugh Have pk‘ogram aides assess their.
own training needs (See Appendix 3, “How I
~ See Myself As a Teacher.”)

g‘f:am efforts need evaluation

<3

'learning contributes to .

\

. stamps and how eligibility is determined ou, as the supervising profess@nal will ~ -
e The 4-H youth agent discussing youyﬁ igpfl it important to keep in-<duch with the .
. characteristics and some ways of wArking s 68’ work performance.and expressed needs -
with young people - ‘-v 8u set up and adJust workmg and trammg
, * A public health nurse presenting a heg g0 edules
t profile of the local people. . ~ Goals for on-the- pob training should build’on )

. Evaluating initial training will answer sueh the competencies developed during initial train-
“questions as: “Did the paraprofessionals as- ing and early work experience. Training on the -
similate the information presented? Did they - job will.usually review weak spots, update and
acquire the skills needed to do the Job"” expand subject matter background and ‘further

° + Hew can you Judge" develop teaching skills. .
—Writfen tests may be used if kept,simple The supervisor will freqdently want to give
and ' dirgctly related to the information new mermatlor)/ or teach hew skills to aides.
given. A ‘“before” fhnd “after” question- Periodically, changes in‘program emphasis or
.naire will reveal changes. n;’w personne} “policies must be explained. Pro- . i
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A helptul supel\l“«)l will practice consldela-
tion and fairness, courtesy and tact, dpplecm-
tion. recogmtion and praise.

Coumsseling can help build cooperation, give
encouragement. establish a meany of evalua-
tion, and exchange information on the .aide’s
progress Let aides know vou are available to
@ssist and consult, and tell them the protedure
vou want them to follow n contacting vou.

People with problems or trustrations often
don’t know how to ask for help Be a good
hstener Be and appear interested, then rein-
torce the listehing with help and support. Be
long on s‘hmt on criticism, It
Y 1‘1&1<-T§r31 15 ne’(‘ss\ar_\. 1t should be constructive,
puinfing up possible solution? o1 alternatives
Jt owill benem NOU ds a4 \U])t‘l\l\ffl to have
tegular confefences ~cheduled with each aide,,
At least orfe 4 month o0 more often de mje(lv
« arwse! These conferences <hould be somethirty
both the emp]uyeg and ~dpervisor look forward
to, 4~ a triendly avenue fol comamunications
about the-program, their good work, and new
_ideéas or methods Expect « Iot from each aide
and display trust in eath Recognize desirable
performatice  Aywoirl possessiveness or 7v01‘it~

L.

pratse amd
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.y s

ERI!

Aruitoxt provided by Eic:

»

151, Remembel. they

Fmong. themselves
Do not reward undesirable pelfmmdme Let

will talk and compare

"ardes know vou know how thev are performing

Be informed, read their reports, activity sheets
or logs. Isearn firsthand the conditions they
face. Above all, be consistefit. Help them find
solutions for theiwr problems and concerns. Do
not counsel 1n subject areas vou are not trained

to handle Seek help from a trained profes-
sional . <,

. . .- .

To improve conferences— . ,

o Make notes und plans in antlupatlorr of the
next scheduled conference, .

e Keep up to date on new confeyence tech
niques. to be prepared Yor more difficult
conferences and as a means<f heading Qff
unpleasant situations. '

s Record an wriling the unportant areas dis-

cussed. %u"ge\tmn\ given 4nd the arde's

-«

= O\EDGLtdtl‘)n\ It is wood praetice to put thls

Bach individual’s file
conferences should result

+. informat
Sucecessf

in a

=8

closer relebionship hetween you andythe aide,
and strengthen group teamwork
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REACHIB{G THE AUDIENCE

AL -

‘Where to Find Clientele = -~ -~
€ < .

. . % .
Working in low income programs offers a

challenge not inherent in many other Exten-
sion programs—the need to actively recruit the
audience. otten” on a4 person to person
Traditionz! methods of advertising Extension
programs, such as flyers. posters. radio and
television ‘announcements, have had DLittle sue-
tess i reaching low mcome people. .

A major task iv locating the audience Door-
to-door recrurtment_ by paraprofessionals: has
beeri :the most ~uue~~tul method The super
VISOr mav use some of the following
1deas, ) ‘

s Utihze the firsthand kn()wledge‘%f the
~taff  Aides indigenous~ to the low-income
Gommumt.\ will already know many of the
potential clientele. Other Extension Serv-
1ce staff ‘'members may_be able to identify
low-income ureas and kev indiwiduals to
contact, :

* Enlist the help oi other agencies - and
groups’ whose staff or members can iden-
tify area~ and families who could benefit
from jour program.’ They must under-
stand Extensron’s nrission.and know that
Extension cannot carry out ®rograms for

_ another agency ’ .

* An Interagenéy referral system can be
'mutually  beneficial. Social services, the
food stamp program. emplovment office,
the board of education, the health depart-

(11‘()

ment, nonprofit service organizations,
churches. and community groups are po-
tential resources .

* Analyze local statistics. Census data and
statisties collected by governmental agen-
cies may help in locating vour audience.
Census data can categorize families by
incomep helping identify the number below
the poverty level in your area.

‘o Look for physical clues. You cap see indi-
cators such as dilapidated- housing, de-
teriorating neighborhoods, people using
food stamps in local supermarkeéts.

o Be realistic about the »ize of the area
assigned to each aide, as well as the size
of potential audience’ living there. If aides

, teachin homes and must travel from house

\ L J

Q

JAruitoxt Provided

basis *

" How to Recruit Clientele

-

_ td®house, consider the time and money
required as you establish the«boundarlbs
of work areas.

The traming program for aided should in;
clude field experience and learning techmques
for recruiting chentele Recruiting is one of the
aide’s major tasks. .

Encourage aides to recruit .until they reach
the number of families needed for their estab-
{ished workload Approaches to recruiting in-
clude: -~

o, Ongoingindividual recruitment.  In <ome-
programs, the audience is enrolled 1ndividually,
with- new participants added a~ “old” ones
“gi‘aduate‘. This means continuing effort to
recrurt the audience, except during times when
arr optimum number of clients is lfeing main-
tained and no ‘‘turnover” oceurs. As aides begin
to see a pattern in the turnover rate of par
tlclpdntg. .goals may_be established to main-
tain a speafied number of program famihes in
the caseload. p

* Ongoing group recruitment.  Some ro-
grams may be geared to cycling an eftire
group through the program at ~pefmc inter-
vals. This may work best when the individuals
have similar learn:ng abilitiey, This \muld re-
quire a periodic concentrated effort to enroll
the audience during a specifted timg period

Positive attitudes and self-confidénce help
overcome obstacles. “You ean if you think you
can” is good advice t§ aides with the job of
recruiting low-income fdmlhes .

Discuss with aides their successes as well
as problems in recruiting. Weekly or monthly
followthrough by the supervisor on egch aide’s
recryitment goals help< the dl(l(“s m()ldbﬂdnd
commitment. .

. Youb_can’help\program aides-use the right
approagh in the following ways: -

¢ Nonverbal communication.
program aide dpproache

The way the
the chent’s ‘home,

‘dresses, stands, geqturex, and uses facial ex

pressions make an impression on the potential
low income participant . In triming. role phi\:
and discuss the implications of non verbal com
m}umcatmu in “‘contact” visitg

13 19




e Verbal communications.

content and funttion of the program in order
to, communicate it to others. They must be
able to express the basic ideas simply, con-
cisely and comprehensivély.

Introducing the Pfogram

ow what to say about the
a favorable impression on
potential parfigfpats. A basic *
car be chang/z{ slightly to fit each Situation. A
leaflet describing the program helps. Role-

Aides neea to

_Bituation ¢an help $how aides their strengths
and weaknesses in this area.

A common problem with ‘the totally “play
it by ear’” approach is that the aide may ex-
plain some, but not all aspects of the program.

*

Aides muét know
what to say; they must ‘understandthe.goals, )

sales pitch””

laying and analyzipg®a tape recording of the -

.

. 4

The homemaker may get a distorted firgt im-
pression that may lead to misunderstandings
in the future. The dide can introduce the pro-
gram progerly through the following proce-
dures:

o Introduce herself, her position, -and the
agency she represents. Show identifica-
tion—name badge or identification card.

o Explain her purpose for being there.

o Tell about the benefits of the program.

o Tell the homemaker what is involved if
she joins the program.

_The aide should relate the educational as-
pects of the program to the family’s needs.
These negds will show up through observation®
and casual conversation. Questions and con-
cerns of tRe. potential participant should be
answered on the first -visit.

A mptually agreeablé return date and tlme

" should be set before the aide leaves.
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TEACHING LOW-INCOME FAMILIFS ’ * . - ) v
‘ Undersmndi."g the. Audience : problems should be referted to other agencies,
; . and ardes should be careful not to promise
Warmth, acceptance, respect, and sincerity  results that depend on the deciswions of those
are basic to a tewcher- learner relationship This®  other agencies -
applies when you are training, paraprofessional Aides should develop skill§ in listening for
aides. It applies equally as aides teach home- clues in the questions, problems, attitudes, and
makers. You én help aides learn how to better  values expressed by homemakers Sonfbtimes,
understand th&ir low-income audience. what s .nm‘e,xpu“( dis as Impot, int as what

Help aides appreciate, the fact that different ;< said. WHat are tamilies saving or not saving.
people have different v e% It is important to { and what mu:ht this mean?

consider the values of the Deople with whom The, face-to-face .approach is personal It
one works. Their values may differ from those aﬂmu, discussion® of the homemaker's inter -
of the aide, just as the aide’s values may differ  sts. Concerns and needs <This human ent
from yvours Aides who anticipate and accept  -establishes the rapport which helps 1€8rning.
_.these differencés can help build a cordial, trust During training, discuss ways aides can en-
mny rel..tnon.\hlp with chentele familjes. gage homemakers 1n  conversation What
Aides need to understand their part in help- topies might they discuss” What are Some
v ng homemakers réach the|different levels of  do’s and den’ts” S
development. Here .vou pright use Maslow’s The aide’s zkills of gbservation are im-
“Hierarchy of Human Needs” ag a training pmtzﬂlt I\e(pmg accurate' notes on home visits
tool (See appendix-4.) : can be a-help in analy zing family behavior and -
The aide’s helping re?atlonshlp can bolster practices over time as mdlcators of skills -
" self-confidence .and éncourage program fami- gained. Are homemakers using the qubj&t
lies to develop new skills. It can premote matter being presented® { -
)growth and independent fygnctioning But it During both 1nitial and on- J()b training,
does‘not mean continuing dependency between aides should learn to listen, observe, and ré-
aides and chentele. : . “cordwhat they hear or see. Their nntes can._ be
You can show aides that learning is hkely evaluated as a measure of listening and ob-
to take place when the learner— servation skills‘ ¥
o Is mot;vated thmkmg, feeling, doing, in ) - -
volved 1n the:* ma'terlal of .thé lesson. Teaching Techniques
-» Feel§ a need for information or a new way
of doing or reacting Again, manv ot the teaching methods you
¢ Sees how new information or behavmr can used In training paraprofessional aides ¢an be
be personally useful adapted to help the gide teach program fami-
« Gains satisfa®tion from khe learning " lies.'For instance, you can point out to aides
. Develops standards against which to judge that learners enjoy and benefit from a variety
“new” behaviors ~ of teaching techniques that-actively involve the
, ¢ Can continue to grow after the teacher is learner Materials they use in teaching ' should
no longer preésent. attract and interest thngarner be easy to
) . - understand , and provide for feedback so that
Identifying Neéds and Intere’sts . . :)?:c;edcher can tell whether learning is taking .
of the Audience " You might present aides the following prin-
Encourage paraprofessional aides: to note uf)les for teaching low-income audiences.
family needs and plan their teaching accord-. "Use cxamples generously, and always ask

ingly: This is crucial to holding client intgrest., yourself, “Does this fit the experience pf the
Aides must distinguish between needs the _ low-income homemaker?” A good teacher must
program can meet apdithose it cannot. Some be familiar with the learner’s way of life, and (

< ‘ /' * ) N ~___" . .
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avoid references withmeaning only for middle-
income families: T ;
explicit. Never assume that the home-
maker has the same background, and informa-
tion vou have Start from the begmnmg
Exp]dm all the ‘details Use many illustrations.

,B_ep’eat often. Summarize several items. Have
learners explain what they heard or under-
stood. Go slowly ‘and be patient.

Involve learners in doing. Include the home-
maker in-the activityras soon as possible. Talk
that delays “doing” may kill interést

Acod Geating trustintions e lewiners A
lack of resources can be frustrating to the
learner unless the teacher 15 realistic and per
ceptive  Will the homemaker be expectéd to
have’supphes ‘that she has no money to buy?
.(jan the humemaker read,well enough to fol
low written instructions?

« Plan learnhg 1o chld: 1. In contaets with
low-Income fdnlllle\, paraprofessionals  will
ifiteract frequently with children Tf planned,
opportumities to influence children® become
valuable Reachipg vouth ma} best be done by

" teaching a parent how to teach a child. This
may also increase the child’s image and re-
zpect for the parent.

Plan tor The aide should plan to
start where the low-income homemaker can
succeed This audience especially needs to suc-
ceed at something, no matter how small.

One-To-One Teaching htas proved to be one of
"the most effective methods of reaching low-
income audiences. Thrs clientele requires-much
individual attention and encouragemen&’Smce
learning 1s faster.n famHiar %urroundmgs this
kind of teaching is usna!l‘v )dOne in tpe indi-

T sﬁ

SHOCE SN,

vidual’s home. o
In one-to-one teachiygl
focus of attention and: ¥ ,
lated to her ne&ds. ‘This!{e onahzed approach
helps build rappert and ficrease feedback that
helps the aide ass@sé'both needs and progress.
One-to-one teéaching techniques should pro-
vide for— .
s Less strucfure. a more personal approach
' e Dmnonsigaimg (telling, showing and do-
ing)} néw skills to the homemaker using
her available resources

e Exchange of questions and answers that .

—-_ may not surface in-a group setting
o Opportunities for the homemaker to prac-

Q
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tice new skills as a part of each lesson.
The home visit setting should be as” free
from distractions as .possible, with something

. for the children to do while mother.is b v,

with the lesson The teacher and home er
need arplace to sit where both can see the les-
son materials and where the teacher can jo&
down notes Good illustrations or other visual
aids will spark the lesson and he]p hold the
homemaker’s interest.

You will be helping aides develop skills in
making home visits. The best way to counsel
them on their progress
mdxv;d‘u‘a]]v while they make these visits.

These are some points to observe during the
home visit"

1 Did the visit have a specific ubjectlve"

2: Was 1t planned with the homemaker’s

needs 11 mind? ’

is to observe them

.

3. Was the teaching related to “the home-g

maker’s needs and the objective?

4. What was the quality of teaching? .

5 Was the material modified for the indi-
vidual homemakég

6 Wuas there evidence of past=*learning
Jbeing put in practice?

7 What techniques were used, and were
they effective?

8 What relatfonship exists between aide
and homemaker”

-9. ,How was the hmemaker inv olved in the
learmng situation?

10  Was there opportunity for the home-
maker to ¢%press what she had pre-
-viously learned? v o

11 What was the stage of development as
related to number of visits?

12. Were there plans made for
visit and how were they made?

13. Did the aide give the homemaker an
assignment or visit-related activity for
the next visit? .

Small GGroup Tedching is the next step. after
participants gain skills, knowledge, and con-
fidence from their invg:mentaand experience
in the one-to-one cont®et. Their readiness to
move into Small group learning experiences
shows they are progressing .

The small group usually consists of two to
five persons. An advantage of the small group
over the one-to-one method is that the group
brings learners iyto contact with others and

the next
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helps them develop social skills! They learn

from each other ag they share experienges.

The cdst per contact is )pss in _group teachjng
Several teaching techniques work well with

small groups: ~. -,
o Demonstrahon. Homemakers see some-

* _thing being done or made and hear the

explanation at the same time People re-

o "nember what they see better than what

they only hear

o Discussion. Momemakers and- aide talk
treelyCabout -1deas from a lesson This
shows. whether homemakers understand

+ the material i

o Cuse Study A problem 1s presented to the

, gl‘oup.ig is a “real-hfe” situation i which
. _r,b.e subfject matter of the course 1s in

. M@ Pluz/uu/ A hfe-lilg situation 1s de

.\crlbed.‘( haracters are 1bed and ‘class

members act-out these roles as they think

.the chardcteg® would. ’

o Qrestions Questions can uncover gaps in
un(!erstanding Quick answers may not be
the best Answer< slow in coming may
result from real thinking by students.

1 Use a “thought™ question: "“Why 1s it
necessary to can low-acid vegetables and
all meat in the pressure canner?” (Can
lead to discussion that teaches principles.)

2. Don’t usé a yes or no question: “Should
vour refrigerator be defroSted once a
week 7" (May lead to guessing, is open to
individual Interpretation.) ‘

3. Don’t use a choice question. *Which should
be used—for econoiny as well as food
value——dry whole milk or liguid homoge-
nized milk”" (Leads to guessing.)

4. Don’t uge a pegative question: “Does tood
cooled at_room temperature instead of at
refrigerator temperature cause food-
Borne tllness? (May not be one right
answWer. May lead to argument. _Be sure
there 1s one right answer if you use this
format.)

In traming paraprofessionals, introduce

teaching methods one at a.time, giving them a

chance to practice each. If you-use a variety of

‘s

teaching methods, and aides understand "why, -

they will be ready to try those methods, them-
. selves when they teach homemakers.
Paraprofessionals need to know of several

ERIC - -~ -
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>

* points about setting up a small group‘meetfng:

e Meetings cail be inttiated very informally
by +saving. “Why don’t we get together
with Mrs. Jones to ‘ '
¢ The home chosen can influence attendance.
"o Sessions should be-less than 1 hour!
¢ Involve homemakers K
Large Group Teaching mvolving more than
five lezi’Tners. 15 for more advanced home-
makers. -
Many low income homemakers are not 1ea‘dv
to be a part of a large group uatil they haxe
stxqces\-t’txll_\‘ met the challenge of one-to-one t
and ~n#l group teaching, and found these
experiences satixfving and nonthreatening, .
The larger group meeting may be held out-
side the home. and \\'lt’hQ:‘x;\tlcipants from out-

Willingness to par-
ticipate 1n the large group mayv be a sign that . . .
homemakers have progressed to a level in
‘which they no longer need the individual atten.
tion provided im the one-to-one or sniall group
setting - '

Participation i the large group may indi-
cate that the individual is ready to be phased

_into eXisting Extension programs.

Teaching 1n large groups has many advan-
tagres: (1) It is more efficient in reaching
more people. and (2) people learn by exchang-
ing 1deas and information with one another
Introducing  the homemaker to interactions
.with peers can be a personal gl()\\th experx»
ence for her. ~ e i
- A disadvantage of the larger froup ls‘t}xa’t 7.
some homemakers. may th have an oppﬂrt\mL

-

P Ney

1ty to take an actne part, ® 5 o T " ;
The ﬁlxt»dttvndanee atd group meeki L
e NS

often done_ vam\\ clien SN
about fron detefm T ‘ZQ\\
futurepm‘hiﬁa s ; .w,»( VR
Suggestionsy gmupm‘eet},( > ‘r? i

familiar-to/p nt:
o Schedule ieaqlo s'lasting less than! ], hour,
— and ghavd them’ presented by’ 40rheone
kno«n by the group, to get the })est ¥g-
sults
¢ Involve learners by a.»kag them questions,
getting their comments, and having them
help in “doing things.”
Mass contacts can reach wide audiences. al-

though t3 date. one-to-one teaching and small
S

¢ (hoose a
{ncq\pgnt% - ? e

{
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groups have been thé most successful methods
for bringing about change for low -income
families,

§ Radio, TV, and new.s'pi(pers can ;‘ometjmes
be used by a professional to reach large num-
bers of cMentele. Studies of Extension pro-
grams indicate that mass media bring aware-
ness, but have not changed food behavior in
audiences reached -

Mailings of newsletters and ﬁyeu to a low
income clientele must be designed to be at-
tractive, concise and readable at the educa-
tional level of the audience Pictures are . 4
“must” to add .interest and relieve te

.g(

ERI
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mono /bhy of the prifited page. Keep sentences .
shor, /and vocabulary simple.
flyers can he left at the hbrary, or dis-
uted to homes. But these usually get
1ted response from low-income people A
1 smve response is more likely if the aide
7discusses the flyer face-to-face with the home-
maker. ) .
Exhibits and demonstrations at public places -
such as fairs and shopping malis have llmlted
outreach for low-income people. In most in-
stances, they provide only aware

tations as a “one-shot” cont that does not

involve the learner in the program.

N
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SUPERVISION © =~

4

The Supervisor's'Role .

Your organization’s stsucture will determine
your responsibility. Your .job could include
employing, training,. day-to-day 'supervising,
and even dismissal’ of paraprofessionals. It is
important that your responsibility and author-
ity are/defined and are known by all involved.

Status within the organization influences
-supervision. Supervisors should feel secure and
know that higher authority will support them.
A local supervisor needs support from manage-
ment so that ngeded adjustments, supplies and
personnel will be provided within the budget
and program guidelines.

Your goals as a supervisor are to reduce

. failures, eliminate problems, and increase pro-
ductivity. To this end, select employees care-
fully, train them well, counsel them when
necessary, and reprimand with restraint. Ad-
just the physical and external job situation
when necessary and be w111mg to modlfy plans
to fit new needs.

The suecessful supervisor will—

o +# Encourage employees interest

work
o Measure and rate their performance
¢ Improve their motivation
e Comment on and reward good work.
A supervisor who has taken care of these
responsibilities may never be, faced with the

—  need to discipline. A satisfied worker is rarejx

a troublemaker. - ‘

_Self-evaluation can help assess whether you

have qualities important in supervision. Asgk

ERIC - * :
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3
.yourself these questions and think of exéinples
that will support your responses: g

Self-Evaluation Checiclist

Characteristic$ YES NO

Appx"oachable

Open-minded

Fair and impartial ,

In control of my temper

Faithful to promises

-

Patient

Consistent ' : .

0 Sy

ApprecxatWe A "

Reasonable

Loyal to aides - : .

Willing to - ’
admit errors \

Have a sensde
of humor

Good-natured

e .
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A supervisor who rate~ high on all the
questions hus darned the reéspect of parapro-

fessional- nd otkers on the staft and has dével-,

oped a team ~piN. You might have parapro
fessionals rate you\on the preceeding checklist
and compare rexultyy, Recogmzing one's nade
quacies 1» the first >t\é\p to overcoming them.

- Morale anleob Satisfaction

Employee morale 1= - intungible, )"et most
important to accomphshbig your program Not
-all studies show o posttive relationship between
high morale and production.” but they do con:

sistently  show a direct relationship between

turnover and low’ motale, Recruitment. em-
plovment and tr‘}imng are expensiye, Turnover
interrupts  while new paraprofessionals are
employed and trained.. o :

Charaeteristics of workers, as well as. job
factors must be considered m order to under
stand why paraprofessionals are satisfied or
dissatisfied with thewr work

Length of service 1s related: to ‘morale.
Studies show, that’ workers begin with high
morale During the first vear it. drops and
remains low for sevefal vears Ad length of
\el vice increases, monale tends to go! up.

The amount of education may of mayv not
affe¢t the emplovee’s job <atisfaction The <ex
of the worker does not appear to ad\count for
differences in morale ’\

Personality and adju~tment in xe\lztti«‘n to
work satisfaction have been ~tudied Some find
ings mdicate’ that the ~ati~fied worke: may be
‘% better wdjusted person. or one w hu‘\\hus the
Lcapacity to overcomerthe effects of an inferior
environment. A" workRer dissatisfied with the
jf)l? ix oftéh -rigid. intlexible, unrealistic in
choice of goalx. unable teo overcome environ
mental obstacles. .

== Job factors affect morale. Aspedts of the

work important to the worker are (1) well- .

defined work duties. (2) opportunities for
knowledge and <kills. (3)
with outsiders and management, (4) opportuni
ties for creativity and self-expression, (5)
opportunity'tu participate in decisions that
affect their Jobs, (6) variety. (7) mability, (8)
effects on health, (9) dl:tﬁ'ibutinn of the work,
(10) recognition. both public and private, (.Q)
self respeet, (12) public service and altruism,
(13) responsiblity. (14) challenge, (15) tension

Aruitoxt provided by Eic:

personal contacts-

and pressure. R

Supervision. as a factor 411ecting morale.
nécludeb—(l) consideration and fairness: (2)
courtesy affd tact*(3) dppletkltlo\ll credit,
recognition, and praise; (4) sincerityy . (B) ce-
operation; (6) encouragement:; (7) under-
standing and empathy; (8) availability for
assistance and consultation; (9)%loy A\lt\ to
workers; (I0) manner of criticism and' dlb(,l
“pline; (11) _delegation of author iy, (1 ) con
sistency ; (\13) technical competence.

Working conditions include (1) clean and
orderly work place:,42) absence of smoke,
noise, odons, (8) safety conditions; (4)- Ilght
Ing, tempelatule, and ventilation: (3) 4dequdte
equipment and supplies; (6) parking facilities;
(7) recreational facilities; (8) geugraphlcal
locationy; (9) community

Wages melnde (1) earnings, (2) trequency
of raises. (3) fanness of compensation,

.Benefits include (1) provision for emergen
cles, such as illness of accidents; (2) vacations
end holidays; (3) retirement provisions.

'?\dvanoement opportunities include (1) pro
metion policies, such as advancement on merit,
on seniority, promotion from within the organ-
ization; (2) economic advancement: (3) am-
bitiop and aspiration -in relation to advance
ment: (4) advancement in soctal position

Security includes such job features as (1)
steadiness of emplovment. (2) feelings of being
valued by the organization, (3) opportunity to
learn new skills, (4) seniority.

"The organization contributes to job \dtl‘%fdt-
tion through (1) attitude toward workers, (2)
size, (8) respect it commands 1 the com
munity, (4) training programs, (5) fairness,
(6) contribution to social welfare. (7) adminis
trative cooperation and assmtame (8) hours
of work. N .
e~ Social aspects of work include (1) pride in
belonging to team and pride in team accom-
plishments, .(2) “tompetent and congenial co-
workers, (3) umpu‘atinn and group cffomt, (4)
size and [function of work groups, (5) social
approval, (6) interpersonal 1eldtlonsh1ps (7)
prejudices, (8) inter- and intra- depaltmem re-
lations .

CommunR®étion covers (1) information about
new developments. (2) what the nrgani}aatinn
is ?loing, (3) personnel policiéwand procedyres,
{4) instructions. (5) evaluation of erhployee.
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Many of these'factors are beyond the super- are likely to shudder az(such words as “‘control”

. visor’s control. Some of them can be moditied and “discipline.” Supervisors may ‘dislike the
A wise supennsor accepts thg realities of the words even more. Yet, the professional respon- -
“ituation and takes action m the areas which". snble for the program wxll sometimes need to
" improve job sgtisfactions. = . . ‘take corrective action.
- Basic hyman needs underlie worker morale. The pasitive approach to supervigion entails
- Supeivise.others as vou would like to be) super- employving the right people, involving them in

vised. Ba;xc negds ngst be met if the fworker? . setting standards, and providing adequatag train-
is to be happ\ in the job. ~ . ing,,Frequent personal contacts, careful reading
Salary should be comparable to that of - ~of ereports. and periodic observation of the

similar jobs in the community : working condi- paraprofessionals at work give ,you informa-
,,tions should be physically safe ! - tion about the quality and amount of work

* The negd to belong and to be wanted con- bemg done Having clientéle evaluate the teach-

. tinttes thlough life. An understanding sugpr- ing of the <paraprofessional gives additional

" visor will see th(\t all 1paraprofessionalsf are information. -

- included in group ,activities—work. training, When Fou must criticize work. remember to
and planning. Being a part of a group that do it in private. Relate witicism to standards
establlshe< goals and standardg gives workers  and goals. previously set. to methods taught in

L. a feelmg of belonging. Greater  cooperation, training sgbﬂlon\ or to oxgamwlonal policies.
- enthusiasm and produetion can be expected that have been explamned to the worker.
as a result. . 7 Grievances may arise between workers FEven

4 The need to feel i portant must be satisfied. though.vou may feel the issue i3 trivial, handle
Let workers know™ how important the total ~ 1t at once lest it “snowball” into a big problem.

" program is and what a vital contribution they Ask the people concerned to meet to talk it
are making . This can begin in the employment over Get all the facts. IfZ}gre than one person
interview, (ontmue thougb training. and be is involved, give ea¢h an opportunity to ex-
incladed in pehonc{f eontacts, supel\l\ox\, plain the situation. Sometimes talking it over ° '
4€its, "and personnel evaluations. o Wil clear (thecair, -

, Praise good work and good ideas as often as } Personality proble can be diisruptive An

) stble at the moment it is dgserved. Praise emplovee may be,l?((ﬁ:y, tactless, opinionated,

: Rances self-esteem iff itis given in the prag- have a "persecutwdn compléx or some other
‘ence of other people. Sometimes it can be put “fault” that is annoying to others. If the prob- ,
in writing to show family and friepds. lee lem lies in a personality clash. transferring the

. - some recognition to each worker. The “alert worker to another unit may solve the problem.

supervisor will wa@¥h for signs pf jéalousy and - Sometimes a worker can be-counseled to seek -

¢ . . rivalty .athong e vees, other, more cau1table .employment, or train for
As other needs jare satisfied (appendlx 4,  wdtk where the perqonahgy pxoblem\ will not
Maglow's Hie muln/ ot Human Necds), the de- ~ a.ﬂ’éct productivity. '« B
sire for self-actualization becomes incr easmgl\ .o . _

important. More 1es‘pons1b111tx will provide . Amo?rat'c yersus Human - - LN
—. satisfaction for some workers; for othersit + Relations Approach -
. * may cause frustration or fear of failure.  “ *# The Worker’ s inability to get along with -

« Employees today are net motlvated only by ‘people and personal problems are more often
" the ngcessities of life. Forcesmvate are  wgause for dismissal than is inability® to do the
complex, including group pantlcmatmn shmedq work. L
\ decisiotmaking, and per onal growth. The su Control through orders issued from the top,
pervisor will try to fy those psvchologlcal- carried out to the letter by those at lower o
" needs. ) . , " levels, 1s autocratic. It is unacceptable to many. T .
I ) . . workers and ineffe?tive in rﬁ(g\\‘(n‘k situa- .
~ Rules are Necessary : tions. & - oW
. Psychological influence +4 quite ifferent. The
v Paraﬁrofgésionals, like any other workers, -supervisor is-emplotee- ongnted stresses” train S

. . 21 . — .
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“ing l'counselin;\:, and de-emphasizes disci-
. . ! A humap relations
_approach is used This does not-mean that the

bline® and  enforcement.

supervisor gives up control or discipline. It

-does mean seeking.to reconcile cofiflicts.

The” supervisor should understand “the un;
desirable effects of punishment:

1. Workers probably are frustrated if they'

"feel the punishment was unfair

2. .Punishment and -the thought of punish-
ment creates a hostile attitude. If one is
punished for dving a pgor job, unfavor-

able, attitudes toward the work may’

develop (Rewards for gqood work create
the opposite effect.)

Threat of punishment creates”fear and:

reduces acceptance of suggestions This
is destructive rather than constructive.
Training in ‘“do this” should replace
“don’t do that.”

Unsatisfactory work or misggnduct should
be detected early, and the wise supervisor will
not ignore it _ Misconduect includes tardiness,
divulging confidential information, falsifying
reports, absenteeisy, theft, cmd other -acts that
disrupt the program.

The sooner you deal with the problem open‘

and honestly, the better. This need not be an
unpleasant confrontation

i

Counseling Interviews

A counseling term
of the problem is probably the best way to
start. The employee must be told kindly but
honestly what the interview is about If you
have acqulred some skill in non-directive coun-
" seling, the meeting may result in better under-
standing for both the worker and you Follow-

up is important Notice improvement of lack of -

it, and discuss it with the worker. Then if work
continues unacceptable, you may want to bring
your supervisor in on /the case to determine the
/ex} step” Keep a record with dates andgbrief

~ notes of each discussion. In the few cases where

an employee must be discharged, you should
have some evidence of the period of
work had been unsatisfactory and the §teps
you have taken to correet the situation _

Promptly ‘give any assistance you mised
during the interview If you see no improve-
ment in a reasonable length of time, you will

to, get’ at the cause

e the .

3

need to call th(.’ employee in for.another-inter-
_view. Affer a second chancg, the third inter-
view ' will probably be with you ard -your
supervisor, or the personnel director.

"In most cases the supervisor does not have
authority to dismiss an employee. Don’t threat-
_en dismissal unless you are sure you have this
authority. '

Long before a misconduct problem reaches
the stage where dismissal should be considered,
you will want to acquaint your superv1sor W1th
the case. -

~

Performance Appraisals

The worker's knowledge of. the subject mat-

ter should be measured freguently during both
\initial and on-the-job training.

This evaluation is a continuing prpcess of
comparing “what is” with “what should be.” It
defermines what progress is being made and
where improvement is needed. Acquaint em-
ployees with your evaluation system and the
standards by which their knowledge and per-
formance will be judged:

Here are a few suggestions for helping
people improvk job performance:

1. Don't try to change a personality. Con-

. -centrate on changing performance.

2. Improve your own skills, such as your
ability to obgerve, listen, appraise and

" counsel._ )

Determine how well you and your para-
professional agree on role expectations.
Listen' to the paraprofessional’s views on
the performance evaluation. Do you both
agred on the rating?
Decide where performance needs chaﬁg-
ing and get ‘worker’s understanding and
acteptance of this need. v
Exploke the causes of poor performance.
‘Ask what is to blame, not who & to
» blamge. ’ ¢
:- 7. Can Syou ‘c'hange the situation as well as
the parapro'fefa‘lonal’s performarnce i
Appendix 5 is a gample form for evaluating
the aide’s performance. Yau should talk this
over together a,s' you fill it out. s
4

.
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ance may be gnen i the form of group er
mdividual awards. Group awards are frequently
presented at district or state meetings. Some
times the _recogmtion 1~ presented at a spectul
banquet during an annual meeting on cimpus
Frequently paraprotessionals preside at the
recognition session, where administrative pro
gram and other support staff members from
the university are present.

The group award may take the form of a
certificate based on outstanding service or
length of "tervice. vewards may include an
increase in sulary orgtfringe benefits such as
study leave ) -

Individual rewurds difficult 1o award

are

: .

L]

N\ .

amoung employees who have the same job de-
scription. A spectscular instance of innovative
behavior can be singled out for recognition.
Some types of individual .recognition are—
e Feature an outstanding paraprofessional
I a news article or radio program
e Have the selected paraprofessiondl repre-
<ent the pfogram on television, radio and
at public event . '
Nominate * paraprofessionals  for state
association award- .
¢ Have selected paraprofessionals partici
pate in a state trammng program because
—~  they have acqiired ~some ~pecific<kill in
achieving the program objective

o¥
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EVALUATING THE PROGRAM

'Why Evaluate? .

Evafuatron helps you make 1mportant de-

- cisions in your program. It helps you decide if
the program ig— -

,» Needed.

e  Moving in"the rlght direction

o Achieving its objegtive.

Other reasons for evaluating-are to—

o Gather information for making manage-

ment decisions ' )

-

o Identify strengths and weaknesses in the .

. program
Gain support for continuing or expanding
the program
R o Compare effects of dlff'éxent types of
_. ‘programs
o Development processes and methods
o Determine costs of the program in terms
of human effort and money
o Justify past or proJected allocation of
resources. ‘

.

What is Evaluation.?

To evaluate your program you need a criteri-
on and evidence to make a judgement. A criteri-
on is a standard that you measure against.
Evidence-is at outward sign that shows wheth-
er the quality we are looking for is there.

~ Judgment is your conclusion as to whether the *

evidence shows that’your progrgm has met the

criteria set for it."To arrive at a judgment, the

evaluator must have a clear picture of what

. “should be.” When the evidence 1nd1cates that

. some aspect of the program differs “from

established eriteria; adJust the ‘program to fit
the crltena o5 .

Ve

Steps ln Evaluatlng ‘.

. \What Do You Want To Fmd Out?

+ —Define your obJectlves
: ~Define the criteria st which ‘the
B " evidence will udged..

—Deeide what information -(evidence) is
. -, required. .. S
—Deﬁne the audlence for vour evalua-
>+ tion repo‘rt
)

[ Y

2. Plan te Collect Evidence.
—~-Identify @urces of information.
—Decide. on methods; develop instru-
ments ands materials for collecting
information.
. ——Spec.lfy the sampling procedure

‘

—Decide on a time schedule for collec- -

ting information.
—Who will collect the information?

3. Assemble .Information for Comparison.
Analyze and Interpret Findings. ’
—Compare the evidence with the criteria
and develop conclusions and recom-
mendations. ( ¢
5. Using What You Found. °
—Whas needed changes in your program
or methods are indicated from the
eva\uati'on"
~—Who w1ll carry out those (‘hange%"
. —When?
—How?
—Budget?

ha

"
Evaluation Tools and Techniques

Much behavior can be observed througn the
senses—by hearing a person talk ‘or watching
overt behavior. Observation is good, but it.is
often not enough

Techniques have been de51gned to measure

- changes in behawor These can help you gather

evidence on what a person knows, feels, or .

) does

.;Deslgnlng’ Evaluation Tools

In designing evaluation tools and techniques.

. remember the objeetive of your program and

_the evidence you need as a base for making
Judgments Here are some evaluation jools.
Kfiowledge t®ts.—Testing will tell ﬁhether
the learner acquired knowledge as mténded. It
is important to knew whether a paraprofes-
. sional has information to impart to the clientele.
_Understanding tests.—To test comprehen-
sion, we<¢an present paraprofessionals with
h new sityation and see whether they can ap-
 DPly fhe basic principles.
f
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Performance ratings.—These tést the degreé
to which the skills have been acquired. Usually
scorecards and rating scales are used to meas-
ure skills, performance, and abilities They
are used extensively in EXtension at fairs, for
judging products and in setting standards of
quality. THe skill'to be rated is carefully ana-
lyzed* each aspect 1s considered séparately.

Attitude scales.—These can show how people
feel toward things, Whether theyv are for or
against certain issues or problems The atti-
tudes and beliefs of paraprofessionals and cli-
entele are important. These can be identified
when péople are in a situation :vhere_ they feel
free express what they feel or think .

Value scales.—These can determine what
people think is important. A value scale can be
used to find out what people think before teach-

ing begfns, and afterwards to determine wheth-).
er ciffange has occurred.

hterest checks.—~These indicate what people
are interested in. An Extension program may
succeed or fail in propoition to audience’s in-”
terest in thesubject.

Adoption of practices—The adoption of a
recommended ‘practice is evidence that the
person has changed behavior and acquired new
attitudes. knowledge, skill aiid understanding.
Have families adopted the methods that para-
professionals have taught them?

You can help paraprofessionals periodically
evaluate progress First, define their goals in
measurable terms; and second. establish a

"l‘,‘benchmark” documents wheie the learner
relative to program goals

The distance. between where the learner is
nd the goals to be reached will determine the
hature and extent of teaching needed. Moni-

will indicate whether the partjcipant has im-
proved and whether progress has been at a
reasonable rate. If not, what should be dene?

Progression Through Program

If uniform standards of desirable partici-
pant behavior are agreed upon. a checklist can
help determine progress. If the same checklist
is used at intervals (every 6 months, for exam-
ple) it is possible to see—and even chart—
progress or the lack of progress Such a graphic
display helps vou and yvour paraprofggsionals
make decisions about the participant and the
program. (See “Food Behavior Checklist,” ap-

“pendix 6 ) ‘ -

Graduan th\;P
) e Program

. Measurable objectives should be estat;lished
to set the desirable level of achievqment for the
participant. When "this level is reached, the
family should “graduate.” The transition is
easier if the homemaker can move on into’other
Extension educational programs.

4

oring and documenting the learning sequence °

3

L)

-




. . APPENDIX1- - .
Principles of Social Action . -

If you hope to initiate a program for a low-income audience, you need ~uppuxt from fthers in the
community. Try the folloWing steps:

:: oy s
. 3} * - ; ~_
Step1. Relatexthe program to the community (or local area) and to the qrzstii‘z’y situation.
Refer to information céllected from your analysis. v .
it - .
. ¥y ’
N Cite data that point up problems and opportunities. . /
$t’ép 2.  Relate the programéto some past experiences. .
. ' M
_ Who tried what. with whom, before? .
- . . ' - o
. - . N - ) ‘ e
Results? 1 ;
) ’ .
What can be learned fromthis? —= _ _ .
- N ’ | 4 .
Step 3.  Identify the pyoblem. situation, or opportunity.
o n B

( = . :

Step 4. ~Con>ider outside férces that may influence’people to také-action. (For example, na-
'tional concern about low-income families or schooldropoups.)

‘ - . - s
. . ) —
- \ ‘ . & -

.
.

“Step 5. Identify local leaders concerned with low-income people—usually a few people—to

initiate the project. N

ALY




Step6. Get comm‘umty support Clearly explain the problem and propose your plan to those

Step 7.

whosé help you need. Try to reach— .

b

e Representatives from the target audience:
P , .

¥

. oo N
e Leaders and organizations who already support your plan: '

- +

. Indiviwd groups?f& will add prestige: e e ’
U] . . . e - ‘ ] . ‘.

. i .
~ - N ¢ |

%

€

R .
o People who can grovide skills and resources;,
4

[

e Communications media people:

~ .

“e People who oppose your plan, but whosé help you need: ~ ‘

.
- .

>

~

" e ThoSe who might favorably influence the opposition:

A . : (- : :

Involve many people in plmmmg Invite key mdmdua]s 1dent1ﬁed m Step 6 to help
plan the'proposed program. _ '

Orgamze for action. Asle these mdxvxduals to help make orgamza%:onal decisions. Get
their commitment during a meetmg, in a committee, when othgrs are present.

4 \. 28 :




A |
s . Lt s e ! A ‘. o } ,‘\ . . ’
Set priorities. As time goes by, actiop- pla ‘,’;_.' }ﬁ?&y@e‘b@{ Teference to long- g
K . range, goals will help maintain proggam digectiotr. /.. -/ - < . ]
’ ' p AT :
, Lo ' 7 - R - bd
| A :
"Sﬁep 9.  Evaluate results. Thefe shoulgl be clear decisions about— . ,
I , . -
- What constitutes sucecess, | ' NN
o Who terminates project 1n case of shift of funds. -
e ' «
’ L
£ .
. ‘ v \ ‘
Setting priorities for lesson goals. S
— . ) -
Note: Sometimes 1t is necessary to repeat the sacial action process a‘second or third
time. Or. frequently, one step may need repeating. - 4
. - . 7 ) - 1*.
Step 10. Assign responsibilities, .
. o<

‘ERIC

Aruitoxt provided by Eic:

: A
- A
-

A
P
v 4

Who does overall planning and evaluation?

.

Who is responsible for reporting program a'ccumplishments; how, when, to whom,

-

h .« a R
what, and amount? ‘. .

-~

% E—

.t . 1
Who. coordinates the program?

0
-
. .

"Who provides what ‘resour;ces‘? _

) R

>

' - |

% . ) '
— - —
. -~ . )

. o .
- S L] . [ P
e Write out specific program goals.- P et s
, _;ﬂ{r .‘;{ ,/Jl'/’ -
s CT e / ,‘{/ VA . ‘
’ ‘ T .

b




. ; -
// » .
| ‘ : / : ‘ * ~
) ¥ . a
} 7. - /,/'/ " iy ) ’
’ _ * o~ b / to- F S -
| o= P k
! i 1 g
v, E.- | . M ‘ * N
\ . Pl ’ - e .
) How wil] supplies be' financed ? £
, ' B ’ b
t . . 2 el
§ A , . - : '
L‘i n“:vjl‘ . N i ] -
| '«%‘z{\ - - Who recruits personnel? — : -

-4
T v
et -
‘ i

‘v, " Who hé'ndlbgiersonnel details and money?

Whpe trains personnel > .
What is your role? L y 2 ’ " -
- - »
' . . - - :
What is the paraprofessional’s role? — - v
: ) + Where will program start? . ! .
£
When? _ e
LY ) ' '
How long will program.be continued? : ~
, ' Where should?%be 1 year from now? _ L
. . e .
X . 3 . , )
| .
i .
| . .
1 . T
| , . -
\r ' ~ 3 5 | .
) . . )
ERIC ) 80 e
. : - -
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. APPENDIX 2
Sample Application for Employment . ,
¢ S » ' -,
- %:i, ‘ . .
NAME . . S . = 1 _ . . _ L.} 7
I:‘n'st Name , . Last Name - - -
ADDRESS =
- ~=- Number - Street
City ‘ ) State
TELEPHONE NUMBER. ,
SCHOOL YOU LAST ATTENDED: -
‘ ‘ ) School N
City State’ Zip Code )
HIGHEST GRADE COMPLETED — - : N
\ L J ' =
Have you received any other special training (such as: beauty culture, typing, keypunching, _ &~ ’
nurse's aide. teacher)? s
Y .
YES NO . ’ S
If yes, please describe the training. ‘ - - k
/% = ;—
- >
\




) .

L)

List three former employers who may be confacged as references: -

(List the most recent first.) . =

.1. FIRM OR EMPLOYER:

From

DA’IZZ OF EMPLOYMENT:

! " PERSON TO CONTACT:

To A R

ADDRESS: = d

Number
/

"N Street

City

"YOUR RES}ONSIBILITIES:

State * 7ap Code

 Jeave this job?

2., FIRM OR EMPLOYER :

To

N
DATE OF EMPLOYMENT: From
( ;

i -’

Street ;

Yy o
L-A _City;) |
L )

S e i
Y %REE§PQN§IBILITIES:

State

S
LS \% N
“h 1;" N, . =

N
I, / .‘L “ﬂ"") Poe ' -
r R N

. a8 ( § B
f V,V””hy d%u leave this job?

¢ ‘ . AN

Pad




L
.. 3 FIRM OR EMPLOYER: : -
DATE OF EMPLOYMENT: = From To
[ v
/ , '
PERSON TO\COIjTACT:
~ ADDRESS: |- i _
Stxfeet . Number
§ clky \\ State 7w Cole
~ YOUR RESPONSIBILITIES: : N
[ ]
Why did you leave this job? \ -
- ’ *
(Usv lar;gztdge questions only if it is part of job requirement.)
Do you §pea)c any language other than English? YES NO
| . _/ves

¥f yes, what language? < =
Do you write any language oLther than English? B YES NO
If yes, what lanéuage? _ : . I
' 1
Do you have the use of an automobile for work? ’ YES NO
If yes, pleasenotethat — __ University r:equi‘res employ;;ees who use their cars for work
to have a valid driver’s license and automobile insurance with limits of liability of at least
per person 1n1u1=ed+ for all injuries in one accident, and — . for property
damage.. - ’

_Proof of minimum coverage. as above, must be submitted’before you c&n use your car on the job.

. The goal of the program you are applying for is to teach people mformatlon that will help them
to improve their eating habits."so that they will have better heatth. Why would you like4o do this
kind of work? .

38




I hereby certify that I have completed this applicat“ion to’

the best of my knowledge.

AN

Signature . Date

DO NOT WRITE BELOW THIS LINE

TO BE COMPLETED BY HOME ECONOMIST
’ 1
IF APPLICANT:IS HIRED:
- QATE OF EMPLOYMENT: - hd
. ’ w ,
DATE-DUPLICATE FORWARDED TO EFNEP PROGRAM LEADER:
NUMBER OF HOURS WORKING: _
- . P -
SPECIFIC ROLE IN THEI PROGRAM (e g., secretary, aide) :
’ )
~ _
|
34 3 ~ ‘
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APPENBIX3 -

How | See Myself As a Teacher
(Selt-evaluation for aides)

-

L2S
-t

Below are some skills that are important in helping homemakers. The blocks under each skill are
numbered from left to right. CHeck the amount of training you think you'll need in each skill.
For instance, if you think you need little or no training, you might circle blocks 0 or 1; for an

4. f.bi]ity to “get along” with homemakers regardless of their situation.’
‘ N .

average amount, 2 or 3; and if you need much help. circle blocks 4 or 5. \:
1. Ability to teach individuals.™ . - ‘
. . + N . ’Q
- . Need little "o v 1 5 3 4 5 Need much
or no help R — help
i .
2. Ability to teach small groups. ’ =~ -
' Need little 0 1 2 3 4 5 Need much
or no help . help
J 3. Ability to recognize-where people are qnd to bégin the lesson ft that point.
- Need little | - Need much
" or no help L9 ! 2 3, 4 5 help

Need ljttle Y e "Need muck,
or no help : - _ help Y ~. -
5. Abdlity to take suggestions.” s, . y .
N * 1 b - B -
Need little 0 1 s 3 4 B ‘ ' Need much . )
or no help help

- . e %

6. Ability to maintain my ent:husiasrﬁ~ and interest when progress is slow.

Need little . -
or no help ; 2l

[

Need much © -

help




3
-

- /
™~
. \\ . t
¢ Need lltﬂe .
» or no help’ *
. L8 Ability to‘adapt s
| W e
. Need htt!’e- )
-" ) . or ne help B

© Y

N

. IR

7 ‘Ability to develop new and interesting ?vayé to prese€ht suRject matter.

-

¢ ’

ubyect matter to the individual Weing taught.

-

Wy

0 1~ .2 3 4 5 -

.~ Need much

" help.
ot \
‘ .
* Need much
help

-” B b

7 » . * Y ‘\ﬁ-q -
, Ffom time to time during your employment you may be asked to teach a homemaker some of the
following stbject matter areas. Will you please circle the number Which will show vour super-

e

S 4

°

visor how much help you will need before veu teach cach of the following to homemakers.

W

1. Recognmng the importance of good fvod to the health gul happintss of the family

Need llt;.le Lt

. P ' D) 3 4
. or no help 0. ! e 4 °
O/ - . ]
¢ % P) - ] *
@ 2 Understafiding the basie food necds of children
- - ’ ¢ R - .
Le . Need little — T
. 9
o " orno help ﬂ 0 1 hd 3 4 2
A ' A
. © 3. .Underfﬁtanding the basic food needs of teenagers L,
n 3 . R - * “e
, L P )
Need little ¢ .
" s " vrnohelp ’ 0 j\ 2 3 4.' 5
/- o . .
*4, - Undo?'standing,the bas1® food needs of adults.
. '.\-. ' - - .
P Nbed litt] - '
L ettt 0 1. 2 3° 4 s
.+ or no help < - . : .
. o . SR L. \( .
4 D. B . - . . R .
<N 5~.Understanding the basic food needs of Qfdor people. ' s
CL - P .
- — T
" . Nepd little 00 1 2. 3 4 _.5.
or no help . k .
¢ 5 ﬂ - 4
D T - T 36 .
o < . . ‘ 4 1

i

Need muceh
help

Need much
. help

Need mucly,

‘ - help

[N

Need much
help

3 -
'N'}‘('(l much
help )

4,




» > e

v

6. Checking family meals to know if they meet family\needsk ,

°
“Need little . - : Need much
R or no help - 0 1 2 3- 4 5. ) help
' ¢ .
: . . T : " .
7. Judging family_meals for variety, color. texture and flavor. -
” U - L i -
Need little "o 1 2 3 4 5 * Need much
or 1o help . : ‘ i help .
i . * - - “ i ) ] .
* 8. Planning family meals to include basic four food gf'oups. . . .
/ o s -
. 3 Need little ’ 0, 1 2 3 4 5 Need much ' _
/% or no help . § - help -
. 1 - . - .
9. Observing family fogd habits, Yo
h I [ ) - __ . h ‘
Need little 0 1 2 3 .4 5. . Need muc .
"" or no help - help
10, Understanding family food habits. oo : ‘ ,
o ) . ,
Need little 0 1 2 3 4 5 Need much .
or no help help E
¢ > ’ . b . \A
11. Improving family food habits. . ’
] ) . i ’ Y B
. — 3 ' h
vl Ty - i
) 5y . < ¥ P %
. - - v 7
. - 4 ) .
\ 12. Understanding impor:tance of safe (andpsanitary) storage and handling pf food. ‘ -
- M ' «
.’“ s . + ' i ) M ‘ .
Nee(’i little é\\ 0 1 2 3 4 5 Need much
. cor -no help . - - help
. ’ . ’ - ) ) /
e . -
- 13. Reading and understanding a recipe. ) . : N
1 . * , ’ . R ' o
4 ":‘ “ i
oyt ‘ N 1
Need little . ‘0 .1 2 3 4 5 ) ‘}Jeed,muchql B
or no help . - - v . help .
. . 7
' - f




\

.‘-

.

Pl
/

-

14. Understanding when and how to make substitutions in a regipe using available food or supplies.

-

 Need little -~ 7 ,

‘or no help 0 1 2 3 4'. 5
/’ -
153 Fixing an attractive table at family mealtime, -
p . .
Need little 0 1 2 3 4 5
or no help 2
6. ‘Using dry milk in family meals.
Need little ¢ e
eed little
or no help 0 ! 2. 8 4 ..5
17. Preparing ¢heaper ciits.of meat for variety and flavor.
2
Need little 2
eed little 0 1 9 3 5

or no help -

i

—

¥ A

18 Selectir){g and preparing)foods‘\w'hlqh may ige used-fo,r mgat alternate. '

£

. . 1
Need little ) 7 0 1 9 3 5
or no help - 5
y 1 !
19. Preparing fish in a variety of ways. i
« ¢
Need little - <.
or no help 0 - 1 2 3 - 5
B \
20. Preparing poultry in a variety of ways.
- . i
Need little ) ;
- * or no help 50 ﬁl"z 8 5

]

* Need much
help

- Need much
help

Need much
Jelp

1

~Need much -
help *

Need much
- “help -
.

Need muc:h
help

"

'

Need much
kelp -




¢
-] ) M * . ° C
. 210 Using leftovers wisely. ‘
- ."Need little o 1 ” 3. 4 s ! Need much
or no help - help
. L 4 ®
22. Storing, preparing and cooking vegetables. .
. Need little . 0 "1 5 3 4 5 L Need much
or no help R : — g help
23. .Baking good quick breads. E
Need little 0 1 ¢ 2 3 4 5 ) _ Need much
or no help - — help
\ : '
24. Baking yeast bregds. . )
r k] ’ ; L 4 i
Need little 0 1 .~ 2° 3 ‘4 5 p— Need mueh.
or no help - — - help ° o
25. Baking cakes and cockies. . & o
. v
Need little : ’ : '0 » . Need much
or no help ¢ 1 2 5, 6 - - help
- 26. Preparing puddings, custards and/or fruit desserts. ) R,
¢ - ' . . ": :,' ~ : s ,
N : . - — :
Need little 0o . 1 2 S 4, .6 . o ’Need rpu@
or no help ~se _ . ‘help N
_ TV .
27. Preparing pies and pastries . , o .
- - . . ¢ Ta%y \
’ . » . ‘ -
- Need little i . - Need much
or no help 0 1 2 8 : f - 5 " help

3 R N
* L Y “ l e 0
i




. Preparing simple, low-cost salads.

-

Need little
or no help

Need mucf]
help

[N

\ e .
). Packing a §ood, inexpensivedunch.

Need Jittle . ‘ ; Need much
or no help B - . . help

¥

30. Preparing nutritious snacks.

Need little Need much

or no help - : help -
31. Buying according to plan. . - i
Need little Need much

or 1o help help
32. Buying foods for food value. ‘ ’
Ay ' v B
Need httle‘ - 0 c1 2 3 1 5 Need much
or no help R . help
‘33. Reading and understanding labels. -
-~ "Need li . = B . <
Need little 0 /l’] 2 3 4 5 rl\eed much ‘
or np help \ help
34. Comparing costs of foods in different fork. ‘
Need little f o 1 2 3 4 5 Need much -
or no help . . v help -
) '
35. Inspection and grades as guides to quality in food products.
S . Need little h 0 1 2 3 4 5 " Need much
or no help - Chelp




. 36, W}ys to save money by using fresh produce. ’

)_‘.
J -
Need little ¢
0 1 2 3 4 5
or no help -
37.. How to figure the'cosg per sérving of food. N
T ' L
¢ Need little 0 ] 5 3 4 5
or no help s .
) 38 Understanding fond store advertisements. B e -
Need htAt}e ) 0 -1 - 2 _ 3 4 5
or no help
- . §= .
= — g,
'r‘ 1
* \ »
. s ) .
- L Y
- 46
- - ' 41

Need much
help

¥

Need much
help

- Need much
help

W




APPENDIX 4

g The Hierarchy of Human Needs
. _ (Suggestions tor Teaching) g

&

i 1

The aim of this exercise is to help program. -
‘aides understand their part in helping home-
-—- " makers reach the different levels of satisfaction «
as they arrive at each stage of development.
The trainer agent will need to:

1. Explain and_interpret in simple words - Physical Neéds
The Hierarchy of Human Needs. (Use

visual;.)

-~ -
1. First needs are physical. Beople who are il
or _hungry cannot move, do, act, or learn ’
until this need is taken care of. .
2.” Security needs demand 'attention, next.
. Knowing one is safe wihin a pattern of life
is important. A homemaker should kmow
what may happen to her or her family if she

2. Hold discussion with program aides to
make sure they understood how this
hierarchy applies to everyone, and es- '
.pecially to the homemakers they work
with. . .

3. Assign each*f)rogram aide to:
+» Think of a homemaker who co-
operates. -
.« Point out which needs the homemaker
- has had satisfied. _
« Decide on the homemaker’s present .
- needs and how these can be fulfilled.
Use “Homemakers’ Needs” chart. .

participates in the progranf. Will this ac-
tion cut off her welfare check, threaten her
husband’s work, etc.? She needs to know
what to expect and to feel safe.

3. A desire to be liked then becomes a third

need. At this point the homemaker will do
many things if someone cares. Being praised
and feeling accepted are important. For this

. reason she may respond for or because of

4. Disecuss the above assignment in indi- the program aide. A small failure could

« vidual conferences with aides. make her feel rejected as a persc;‘g She will

need much support] assurance, and personal
warmth. T

4. Esteem needs arise after other needs are
satisfied. Not only does the homemaker
want to be liked; she will then wish to be
regarded highly by others.

5. The need to develop pofentialities. A person
is free to maKe the most of hersélf only
when she feels that the preceding needs are
met. She can then attend to developing her”

" own potentialities.

The diagram picjures an analysis of human
"‘needs. Each need depends on fulfillment of that
below it. These needs apply to all of us and
can help us understand how other~people re-
spond. You can use the diagram to explain
hierarchy of needs a the program aides. Also
see “Homemaker’s Needs” chart. ~

.-

1. A. H. -Mailo;r. Motivhtion and Personality, Harper
and Row, New York, N.Y., 1954.

/ e 47




(Homemaker you have in mind
1. Assess her progress *

HOMEMAKER'S NEEDS
(For Program Aide’s Use)

2. What can you do to help the homemaker

fuifill Ker present needs:

¥

-

\%

— Wants to do things
for her own
satisfaction.

Av

— Wants to be usef

and be known as
somegne of worth

For Hersel{ o

-

.

I1I
«— Knows someéone cares
_about her and will
praise her if she

does well,

Love ar}d
Belongingness

]

— Knows what to expect | *
from program—that
she can fit in and
will benefit from it.

— Has basic food and
clothing.and place to
live. No physical
suffering.

Physical Needs

Security

* The homemaker will progress step-by-step (I, II, etc.) ifi.terms of how
her needs are met.

Esteem
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-A. Quality of aide’s planning before going into the field:
. ]

~

2

'APPENDIX 5—EVALUATING AIDE’S I;ERFORMAN‘GE
(For Supervisor's Use) - ..
) ~

] -

Section 1 — Rating the Paraprofessional Name

Rating categories and their definitions are as follows 4 , )

.1 = Poor—falls below minimum requirements ) 3
2 = Meets all minimum requirements satisfactorily - .C. Are’aide’s records complete and accurate?
3 = Above average—substantiglly exceeds all requirements. 1. Aide’s list of families
~ 2. List of youth participants- g
3. Monthly planning guide
__ 4. Group meeting report
5
6

Fill in the.numerical rating in blanks below:

. Family fecords

_¢_1. Teaching plans _ . - ___ 6. Tix_ne sheets (Emphasize keeping on a o

__ 2. Planning : - daily basis) - :

__ 8. Scheduling X e Y B ixpe_nses with appropriate receipts . ) T

___ 4. Punctuality (Reports to work 6n time, keeps Co - 8. Special reports when requested. .
appointments with familieg, etc.) & \ - ) . S

D. In training sessions, is aide:

B. Are reports on time? ' o L. Attentive . i T ‘ )

___ 1. Aide’s list of families : c. N g f umi't‘::;l o

__ 2. List of youth-participants - g . - 4' Invottv d - }

.3 Monthly' planning guide - 1N attendance

__+4. Group meeting report . . ) 3

___ 5. Family records T ) ' ' ‘ SECTION 1

6. Time sheets (Emphasize keeping on a - . : - - : .-
daily basis) A '

___ 1. Expenses with appropriate receipts . . ) ' B

____8. Special reports when requested ' < . . B

COMMENTS: : _; p | . L




Section 2—Aide’s Interaction with Families

Rating categories and their definitions are as follows: C. Rapport with Clientele
1 = Seldom—falls below minimum requirements — 1. Respects the values each family holds.
2 = Usually—meets all minimum requirements satisfactorily - 2. %praises homemaker for progress, no matter-
3 = Frequently—substantially exceeds all requirements. how small.
‘ 3. Accepts families as they are and works
A. Subject Matter Competence effectively within their unique situations.
1. Indicates knowled D. Work Load
—_ 1 ge of concepts of food and .
nutrition presented in training. —_ 1. Has an acceptable numper of'program families
—— 2. Gives accurate nutrition information to the ) (at l?“t mee:ts th national average per
"¢amilies. \ . full-time eqmvaler.lt) .
—__3. Recogniges own limitations in nutrition . ., Moves nonprggram families into the program
\ subject matter knowledge. after a few vm.tg ’
, | __ 4. Seeks and accepts assistance from the home . Graduates families who are ready to move -

economist before using new materials and Br;ot;so;:;rﬂl;g:?urces.
approaches. ‘ ' : <

— who kave needs beyond her abilities to help or .
B. Teaching Abili th ke no effort to use information taught. -
& £ v . Provides opportunities to move homemakers from
home visits into small group meetings. -

___ 1. Involves the homemaker in determining her
own educational interests and needs and starts R
teaching from this point. . N

. Uses bulletins, leaflets, recipes and other ! -
teaching aids as supportive material rather
than just handing them to the'program families.

3. Encourages the families to do and repeat an
activity. _ o

—_4.-Displays creativity (innovative ideas and

approaches). '

SECTION 2

COMMENTS:

Possible Score = 48

Subtotal . . .




-

v, v , “(r’ s W' . * )
(Use same ‘ratmg system as Sec‘exon 2) . - o .
’Secxt‘lon 3-Aides lnteractum with the Extens\on ¢ _Sa:tiOn' 4—Ai;le€ Intergction with Community Resources
b ¢ Eggnomnst And Other Teani .M,embeps K ‘ ) A. Knowledge of other agencies . /
o _Ae Ettensiox? home_economist - * 1 Knows community resources *
‘_, 1. Coo rates. v ~ . ol 2 Makes proper referrals and ‘ﬁo‘wup
N 2. Feel!;e free fo dxscuss j ob p;'ob . ____ 3. Alerts the office when new resources are
a : ilable: .
uy with Extension home. ecqnomlst aval
& ___ 8. Understands and respects the role B. "Relationship with other agencles
Qf the home economist. ok —__ 1. Represents the program well.
T . . o . —_ 2. Understands and respects role of EFNEP in
' P B Team mem%rs - . ‘relation to other programs in community.
© L4 \ -
- 2
- 1. Cooperates with others ‘/' ¢ > . v - .
‘ S 2 Shares ldm LI 'ﬂ . \ } COMMENTS: — = - ‘\
_" 8. Understands own and other teah M .
- ‘ y 3 -
mem”rs roles. . t - S
* ’ N ) - " [N )

o\ C Loyalty -4 ) SUB- . ,
& _o 1. To Coopeqztwe Extension Service. . . TOTALS
el 2. To the parposé of the program. . Section 3 Section 4

—3 To program chentele . : ) , Sec. I

# . - .

- COMMENTS:, - A A g CA |, ] Sec.2 ‘

- — - L “~ A © B | Sec. 8 b

) ' #2 —f = ‘

‘ AL T - C J@S“bﬂ' - Sec. 4 ‘.

= ) ‘ ¢ total . . L

) - SubL . o Aide’'s | _

4 : - i ’ ;otal'. . Possible Total
“1. ~— - : , Score » . P ol \
. .." KEY ‘ s , Possible Section 4+  TOssible i g6
"~ | Aboveaveraga . l43165 . Score =15 Score
- Average 123-142 o 7 “Section 3 .
[ . A IR -~ .
‘Poor i ‘ 122 or leasA . = 80 ! . PE
L2 ’ - LY
O‘ ' 6: * . Z 1 T - . N o
Co /&\ . - & ‘ - a - L
D - S ' . ] '.‘\ . : 1
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EXTENBION SERVICE
D

'Wﬂmlmothad&ypn{ucﬂ,mt,m.ﬂ onsiders different cooki mded oy different foods
bles i the ref! tor- L 8 Me dients whep quantities nportsat.
) non- (mixed dry miwmuwdnlk)hme . of kitchen work specs

APPENDIX 6

.

’ )
UNITED STATES DEPARTMENT DF AGROCULTJRE L

. ’ FOOD BEHAVIOR cm,/cx LIST - ES72 (3/76)

Eut.m\uunnu ruul!u ]Anqz " - »* - ]ou:

T
s FOR EACH QUESTION BUT\A CHECK(/) IN THE JLOCK INDICAY ING THE HOMEMAKER'S SEMAVIOR  NA o NOT APPLICABLE DK = OON'T KNOW
N ! YES = HOMEMAKER DOES TMIa NO « HOMEMAKER DOESN'T DO THMIS ~
COUNT THE NUMBER OCHECKS (/ \UNDER EACH SCORE cATEGORY ( NA, DK, YES, NO; ano ENTER THESE TOTALS IN THE BLOCK AT THE SOTTOM LEFT GGRNER OF THE CHECK,LIST

AOO THE " YES ""ANO “'NO " SCORES. . . R lad

v 4 - -
REFER TO THE SCORING TABLE FOR FOOUD BEHAVIOR CHECK LIST AND ENTER THD HOMEMAXER'S FOOD BEHA V'IOR SCORE. ENTER THE FOOD BEHA VIOR SCORE: ON THE FOOD AND NUTRITION
PROGRESSION RECORD AT THE APPROPRIATE MONFHS 1N PROGRAM TIME. P . ) .

FOOD PURCHASE ' NA [ DK | YES]| NO FOOD iaD MEAL PLANNMING NA | DK |YES NO
b 1
Pl p needs belore - N 2
on price , and amount,
of form for mtended use
omy of advertised specials
g ™ —

uantity when economical and practical

FOOD THROUGH NON-PURCHASE
FOOD PREPARATION

H possible
00 ables to retain mutrient values.
s worked. Cooks temder meat by b brodling. or pea fryin;
Cooks less tender mest with water or other liquid over low heat,

Ga iable free of low cost Toods (Truits, nus, L £ic.) I ot low femperature.
T T —— ] pares foods in 3 vanety « ,
. Avoids overcooki ood and fuel waste,

.. FOOD STORAGE Planstime for food

' tor, SERVING-AND DISTRIBUTING FOOD
root bles toes, onions, bests, eto.} cool and. M N
ores frozen in er et meals acchrding to family activities. >

btc., t covered Serves a variety of foods at one time. i

Coven n tovers | —— onsiders attractiveness and
mnoﬂ_‘” ; T 1ot mmmeda rves hot foods hot, cold

. " ' " SANITATION
kitchen clesn

ks y i
and clean hot water before ing food * — 208 el SRHRY U
watet soap to eating » i . ESERVATION -

rubs cuttm; Cans of Treezes # products or economicplly availsble foods.
. Washes containers for use in preservation.

W meat rectin)

TOTAL NA ‘DK YES NO t
ADD “YES" AND"NO' ________FOOD BEH SCORE

— -,
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