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Thys manual de&cnbes the methods 2 and proced ures that Project Skill has de\reloped SINCE IS
beginning in 1974 ‘and provides a spurcebook of 1deas for those who might be interested in,

TN

adapting this expenence within thewr own cinvil service systems, The manual can be used'in two

il

‘. . iii Y

wans Yo
ﬂ . . " . .
I Asaguide tadecisionmakers who wish to explore instituting a similareffort geared to
their particular needs .
* + . ) .
2. As a guwde for practitioners ipvolved 1n simifar employment programs. .
Project Skill also serves as a model for use as a basis for a program that could be adapted to
" local needs
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INTRODUCTION -

L] -

Historical Persbectivé;

Progect Skill was developed n respons‘c to a concern fo-r :

expanding the employment opporiumties of persons with
disabljties, As growing attention focused on this popula-
tion as a. virtually umapped manpower resource, profes-
sional rehabilnation’personnel as well as parents and the n-

- dividuals themselves béeame more vocal about the lack of
transttional ‘tratming and  adjustment Opportunitles'rfor
persons with disabihtyes "Peigject Skill was concerved tn order
to test the feasibihity of oneypproach to providing employ-
ment for this popu}auon Thy focus of attention was nar-
rowed 1o persons either mildly ﬁ'u:nlal'l) retarded or restotred
emotionally disturbed.

Funded through the U'S Department of Labor’s Offsee of
Research and Development and operated by the State of
Wiscopsin, the project began on Aprii 15, 1974. This project
was ongnatly sldted as a 2-year demonstration program. Its
specific {arget was 1o define and fill 94 permanent entry-level.
Wisconsin ‘§tale vl s¢rvice posttions, while providing tran-
sittonal trammg adjusfmenl and supporuve services to cach
project participant and employer

The initial core concerns of Project Skl were to answer
the following questions

b Is competitive employmen! and economic mdcpend-'

¢nce more alla!mable when traiming and work adjustment
activities are part of an emplover's system?

2. Can a cvit service system adapt to the employment
needs of less severe mentallv retarded and emotionally
disturbed persons?

1 s the rehabllnauon‘process enhanced when the chcnl
1s being trawned for a speafic available job in a regular work
setting at the same wages and prmlcgcswersons who are
not handicapped? i

The profect was clearly pne'of the first of its kind in the

. Nation, letters of inquiry grew in volume over tithe and
eventually came from States spanning border to borderf and
(st 10 coast The intensity and diversity of outside nterest
EKC so great that, ) year later. the DCparlment of Labor

wll Toxt Provided by ERIC
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developed a 13- minute film that detailed significant aspects
of Prcuect Skil's operation This became an invaluable 300l
(along with the First Year and ntérim Reports) for dlssem-
inating functional information about 4he program.

The 1mpIementauon of Project Skill has resuhed In a
variety of .outcomes -

I The.project’s suceesslul pla‘cemem of over 100 persons
into permanent State yobs resulted 1n the commiument by the
State of Wisconsn (Departments of Heallh and Sociat
Services and Administration eooperatively) of sauflftcient
Siate, revenue resources (0 continge Projest- Skill as an
ongoing program and expand the focus. of effort to persons i
of all disabthities. 1n addition 1o persons who are mentally or.
emotionally hand:eapped . o

2 A model dissemination effort ghat was formally launched
by.a 5-State conference that lasied 2 days in mid-Sgptember
1976 This conference 1s being followed- up by gn-site staff
visits 1o each interested State capital to meet with appro- °
priate agency and community personnel to' work our.lmple-
mentation sirategy. .

3. 4 special project funded by the W:gconsm Governors'
Manpower Office to extend Project Skl to cities and .
counties, using Comprehensive Employment “and Training .
Act funds to subsidize participant salaries. Fo rmal,‘coopera- .
tive agrecments were developed with Job Service. the D e
sion of Vocational Rehabilitation, and Jocal Mental Healthi* 4 .
Developmental Disabilities boards. The prpjcq has funm :
uoned for | 1/2 years -in the balabce-of-State avea. {49 %
counties). The cooperative agrecments have yielded the:mpst - .

-

effective vehicle for assuring services Lo Lramees over awasl >

geographical area. The next year's efforis mvolve a gmi
effort with regard to the State’s nine pnime, sponsnr‘é
4, A l.year Imcrgovernmemal Pcrsonnel Acl 'grant to

implement a focused affirmative actiop effon withihi the
State system for persons 'who are, handlcappode The &nd

» product of this project will bc twofblq%—a data s,ystem that

will allow tracking and staustlcal analyslh‘ of pumbers of
apphiants and employees ‘who are hdndlcappqd and a
traiming pachagt foragency affirmauve acuon officers 10 use
for managers, $upervisors, and "othes “gng authonites to
provide information.og pulcntnalm Qf hanéicappcd workers,

' B ST
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“Project Structure .

legal respunsibihities. and functional wayd to approach rea-
sonable avcommodation. The dinal package developed will
be such that It can be used by uther States and local unuts, ol
governmen! if they S0 desire .

Overview of Project Skill '

L 4 L}

f‘ . - -
Project shall statt desvcloped jobs an Swate avil service

! hlrmg units. obtained comeutments tor tramee positons. sct

L]

*up special enal service cmmmmg procedures, ang recruited
ehgible apphcangs

roject Skilk experience shows the salue of providmg the
following supportive sersicet

| Orentaton tor supersisors in methods for training
and supervising the target population and. \n some cases.

© assitance with the actual traning '

/

*

2 Appropriate orientation for goworkers to aid 1 the

adjustment of the trainge to the work situaten

3} Foltowup with hoth the tramce and the supenflsor‘
in the early detection and amehoration of problems that may
aftect suvcessiul employ ment '

4 Presivon of Jub adjustment vounseling

5 Referral ot trainees to other supportine and yvolun-
teer seryises <

Project Skill staff are housed n Madison. Wis. and

‘ provide most sUppOrtve »ervices 1o tratnees 1n the Madison

area In other areas. arrangemgnty are made tucall) for
prosnon of some or all of theve services

. [
+ Fl

Staff Requirements and Duties ‘

fnrenior Responsible fur overall project management and

disection, vourdination of fumctivns. and lason witl vom-
munity and State agencies

Jah Developer Responsible fur secuning divil service
position cummutments (rom State agencies. performng task
analyygs of commutted pusitions. assisting personnel officers
in processiiig pusitions teertification 'f;q’ucﬂs. annuynce-
ments, raining agreements. comiracts, €le o and winsulting
un potential job restructuring,

Tratner-Cotmselor Responsible for prosiding technical
infurmagon. haison. and wunsultation tu staff. supervisors.
personnel officers. etv. un rehabilitation and disabhty-
related issues Responsibic for prusiding training and sup-
portine stivices, develuping training agreements. and smple-
menting traimng programs :

Trainter- Techmgn Responsigle for providing taiming
all supervisors. as well as to tramke coworkers on request of
a supervisol  Respunsible fur traiming and suppurtine ser-
es for particular tranecs Develops and impicmcﬁh train:

L
>

Intake Counselor. Responsible fur cumacung referral
suUTLes, dssures that necessary information 1y gathered un 4l
dppllt.dﬂlh assures that applicants are.-.,erufied befure com-
peting for a positign; performs intake interviews. sets up and
implements oral exarminations. and makes arrangements for,
supervisory Interview of final candidate$:' and assures that
supervisor has -all vifal information on individuals finally
chosen for the position’

Clerical Support Responsible for providing public infor-
ration and other contact with the publici maintains and

secures files. assures information flow to appropnate stalf; -

handles processing of ali correspondence and teponts: and
keeps track o.f staff travel and appointments.

Administrtative Organization
I * 4 b

The project 15 admimistratisely located within the Federal

Manpower Programs Section of the State Bureau of Human
Resource Services i the State Deparument of Administra-
tien. Historically. the l'-cdcral Manpower Programs Section
has adrmimstered sc\eralfmanp()v.er progems largeted at
State civil service employmént. as wellas yobs in coumy and
aty umts of government.
., The Siate Bureau of Human Resourct Services and the
State Bureau of Personnel are under the Division of Em-
ployee Relatians. This arrangement prosides greater access
to the workings of the State civil service systgm and has been
most helpful to Project SKill.

~The Evolution of Subsidies for Trainee Wages

During the first 2 years of operation. Project Skill funds
provided the salaries of tramees for a training pertod of upéo

6 months. This subsidy was offered as an incentive (o

employers to mimmize any perceived “risk” in hiring Project
Skill trainees. The salaries were at the minimum wage.
Subsidizing of training “wages” was discontinued on April
15, 1976, the end of the original grant period.

As is the case throughout most of the State civil service
system, trainces were then hired into existing budgeted posi-
twons They began as lraindes for the classification (ot which

they were hured, and as such their beginning wage was one
salary range below the stafting mage for that classification.

The training period lasted a maximum of 6 months. with a
raisc after 3 months.

The decision 1o dmonlmuc’ the training bl.ibbld) out of
Pruject Slull funds »as due to the fact that Project Skall

trainees were able to' perform at a level that was' very near )

that of empluyecs hired through tradidnal methods. Agcn_
cies, therefore, were asked to pay ‘forthls productivity. This
alsu provided a tcst of the Pruject Skill mudel with a reduced
budgetary outlay.

Expericnue without subsidy has shuwn that agenuies will
hire Project Skill tranecs 10 regular. budgeted positiuns.

Q
L ]

EMC Programs. . . ; However. Job developmont becomes more difficult, Subsidy

‘
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.duting the traiming pn:nu‘d v the jdeal situation, gnd those
seeking tu replicate the Project Skill model should.explore
yourees of funds Tor thi purpus ithough not absolutely
avsential to the operstion of the project. wbsld'[@:, have been

found to be helpful

The following cofstituencies were represented on the
Project Skill Advisory Board:

¢ Project Skill tra]ecs

¢ State Manpower Council

¢ State Job Service

¢ Staté Division of Mental Hygnene

. + State Bureau of Personnel

. The Evolutjon of Project Skill Training . » State AFL-CIO |

- ) . . v e State Bureau of Mental Retardation
# The fimst Progect Skill wrainees., a gmu-p of J5 buitding * ¢ Jewish Vocational Service ’
maintenance helper trainces. began in the summer.of 1974. .GO"emor‘§ (;Of“mmee on Employment of the
Mhe project plan at that time was for Project Skl staff to be Handicapped 3
involved 1n actual "hands on” traming of trainees and as the” ¢Monroe County Opportunities Indystrialization
trarnegs reached @ minimum level of wmpetence lhey were \ Center '
to bé moved nto job openings U.S." Civil Service Commission
. After imtial expenence with the first group uflr_amccs. the . Unnf.'rs_i.l) of Wisconsin Rehabilitation Research
omite superyisors began providing the gcthalaraiming with - Institute . I
technral assistance and support from Progect Skl staff. ¢ University of Wisconsin-Stout, Materials
This ehange was made because Project Skall staff cpuld not ‘Development Center
duplicate the Jub knuwiedge ot the actual Supenisoms for the ¢ Madison Association for Retarded Citizens.
vanéty of jobs that would be fillkd Alvo. employers pre- : . -
ferred (o do their own training. which decreased the necessity .
for retratning Expenience has shown lhat with assistance Publicily -~
from Project"Skill staff, supervisors can -train_handicapped .
persons to be effecufe emplovees. - : g .

. Itis important. especially when a new program is initiated.
that the public be effectively informed 6f the goals and'struc-
ture of the project. Project Sklll.s public information re-
sources tncluded: -

-

Relationships with Other Agencies
A 16 mm film used durlng presenlauons 1o com-

Bevause Project Skill served as an mtermediary between
mumity groups descnbmg,the project .

+ mentally or enfotionally handicapped persons and the State

Y of Wiaconyn das an employer. it needed the vouperation of

"% many diffcrent agencies and groups in order tosucceed All

such groups were ydentificd duning the piganming for the

project Their support was enlisted. and coeperative arrange-

ments were made Care was taken agall stages (o keep these
groups informed and imolved

Project Skill has worked closely wath the following: .
'

Presentations 10 comm uml) groups, such as Associa-

tion for Retarded Citizens and professional organiza-

tions. such as the Wisconsin_ Rehabilitation Associa-
» fon. . bt

—Newspaper' articles {gne featuring a Project Skill

. lratnee) describing the impact of cmpioymcm ona->
traince's life .

¢ (rovernors Office
¢ [iyvision of Voeauonal R<,h4b;||td|mn

«® Division of Mental Hygiene

——R‘ﬂaﬂ? and television talk shows apd short spots.
-Brochures highlighting the purposes of the project.

* State Burcau of Personhel, - . '
* 'State agency personnel offices ' 4
* Wrconsin Associgtion for Retarded Ciizens Results

¢ Gosvernor's Committee on Employment of ‘ !
Person with Disabilitiey” W,

¢ Rehabilitation facibities

¢ Alfirmative action unls

General

, Wisconsin State agencies have responded to Project Skill
and 05 persons have been placed—65 having been diag-
" nosed as mentally retarded and 40 as restorgd ecmotionally il
‘Among the positions filled were building malntenance help-
. efs (janitors), laborers. clerical workers {general clerical and
typists), food service workers, and laundry workers, Over

Advisory Board '

r =

An important avenue for cstablishing gnd maintaining

- cummunity linkages is the establishment of an advisory

board The advisory board van proy |dc_uuuffdc guidance for
Pelicicy and procedures and help communicate what i being
O ne The Pruject glull Advisory Board has provided

half of the pusitiuns were building mamtenancé helpers (61,
the next largest category was clerical workers (20). Place-
ments were made 1n 16 State agencies, the majunity were n
the Department 5f Administration (19) and the Depar\ ment
of Hcallh and Social Services (33). ' ;

]: KC ential adwcc and support \

wll Toxt Provided by ERIC
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the rehabiitation of the trimnees  lor example, the base
salanes tor the two largest Project Skill job categorics were
$3 82 per hour for building maintenance helpers and $3 09
for clerical warkers Fhe average hourhy wage for all Project
Skill hires was $3.50 per hour,

it was also found that Project Skill trainees stay on the job
after placement Of the 105 persons hired, 65 percent were
still on the yob after | vear and 10 months. Two other
findings regarding retention on the job are also significant-

[ Only tive persons have lefitheir jabs atter completing

. the traeing perred of up o & months Fhiy shows the impor-

tanee of suppartive sersices duning the first few months of

-;fcm.plo.\ ment Xlbo. any bosses i traimng ume and salarfes

spyRtan trainees whe were not gong to be retiined were
hept to 4 mimmum

“ Y There wiy lntle ddierence 1n the retention tates ol the
two target groups served Approxamately 67 percemt of the
hires who were emotionally distyrbed were retuined. as were
63 pereent of the restored emutionally il ‘

. .

( ost-Benefit * S

-

MWhat were the eosts of Rropeet Shll? When dollgrs and
Jcnt'(hgurcx were apphed to the benehits to the public of the
program and compared with the costs of operation, it was
shown that SUal ol evers dollar expended way Teturned

«  This analssis included figures trom the fiest 2 vears of the
project’s operatiwon Costs included the entire budgetary
outlay foT that penod Benchits mcluded paymenis trainces
had recerved durimyg the vedt prior 10 bemng hared through
Project Skilt from such sources as Aidt 1o Famihies with
Dependent Children (AFDC). General Reltef. Division of

« Vocatonal Rehabihtation, and Social Security State and
Federal taves pad by the traineey for the first year of
employment were also included '

v _
(omments from Supervisors

. & L
Another indication of Progect SKill's success 1s seenin the
comments of supervesdrs who have Wred Progeet Skill
trainees -

e ande danee has beedovees, seny good s probably butes than normal
atieidance and (thes serianks hase shown o great deal of intast and di
preus gung-he bhoy ve gstien dlong vory vefy well fwath other empluy-
ees] There s Ao disongiion betwead the tao ditleront tspes [k the
program s g sudss Dinaimdzad that (e seald startoul this wedl Tassuned
when we siaried this prograns thad it wotld bea pasig proposibon [ didnt
realize that 1 wuuld be so saon ™ -

€ el of the Waterial Handhing Department,
o federal Swrples Propersy Prograsn,

Seare Deparement of Admmperanion”

o . . )

ERIC

.
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The wage level ol Praject Shall jubs has been one of the - B 1 ederal Swplus Praperty Program has aght laborers and une st
kevs of the propet’s suceess and has been a majos lactorin. ‘

vlerk hured through Prgject Skald)

“Produdctivits inoour Operaltan v 4 sCroesaching measure” Fach posttion®

bas sers debinae scheduled dutaes, they hase seny delimie ume bmas to

adhere o Al Lhy pc.-uf:h.- i Jdns Progris gu e 'a sacdnl peemangat

peition [hey hase toperfonn the dufies, [ulfill 1he soheduled reguire ments

and they ratings are hased on thar perjurmancs Their [Propct Shall

traineds| pertormanges hase  some cases eweeded the regular employees,

then i other cases thes hase been somewhat lower but sn alf cases without .

ans vrception thes hase been acieptable™ !

- Depun Chief of Praperte Managentent.
Deparvment of Adwiristration

{[he Property Management office has hured 15 bulding mamtenance

hetpefs through Project $kill 3

1 -

Whoen wompared Tu regular workers she fProjet Shall trainee frs an aserage
worher | would vansider ber an excellent ranee Mer attendance and *
punctualits” gre nght on the hall every ume ™

. Sprers tvor,

Stare Microfidm fab

tihe muiohiin b has hired o graphis reproduchion aids through Prope
-"sl\l“ I >

‘

“The oserall perlormance has been gquite outstanding Tor the mayons of the
Project Shill tramees ] think we hase had good sugeess with the program =
P F 4 ] € tetodial Superyior

helvon Seroer State Offne Building

W hired d Progect Skl tramee as o full-time Reroy operator not with
treprdation o prejudice but with sume meatdl resersation, the réasdn bang
the pressures 1o whigh the Xerox operator s subgected s superssor of an
n:mpjn\n:c‘from.l’rnletl Shall | can sirongly recommend the program and. if
the " octasion arose 1 would not hesitate to e addienal indis idugls ab any
lesel™ | . ' .ﬁ T

, Advinntraih e Avspans,
. Fublhe Service Conmmnsion

“Frankls | dont think we were lucks | leel that the process used was
“sliceiive g produning a dedialed perlormer | m net going to make 4 series
ol grandiose statements about thisglerk Instead 1will bl ms remarks to o
few factual phrases Learns and rerains, follows instructions well, completes
all aswgaed duties tn good nnde tames. establishes prannues. uscs all free
ume 1A sell-developmant programs, altendance and punstuality v abuse
repgoach. adheres to all rules and regulations religapsly All ean say now
1y thanks Tor o good clerk tramee ™ »
. 4 . Avastani Progecr arecior,

i P H urd, fu'tl'f\)f'ni’ (1Y) Praogram

#

T base recently bired the Nilth Prgear Skl emplosec wihin the last 10
muonths Three of them have sugsesstudly complited thar raning o the
recensing dnd osuance section and base been plaved o1 permaneni budgeiey
positions - Withuut cueption, all Tie have shown average o exvelien
esults 1 quabits and guaniny ol work awcompinhed. v atiiude. cowpera-
tofi attendance, and puriviughty  The avaeptanct ol thess c.m[fluycps by
therr cowarkers s exvetlent This project has been a huge suecess [eertamly
hope it will sontiaue "

-

& Inef, Recenving and touance Secflon
Deparemens of Tramsporsation

10




Job development. a key 10 the success of Projeet Skil. was *

the process by which permanent ‘SQtate avil service Job
openings were obtained 1t invehved persuading envil service
hinng authonties to utihze the Project as a source for filling
some appropriate vacancies Job development was the'major
responsibility of the Project Skill job developer

- ¢ *

Gaining Support
b ’

Aided by an l‘:a\g\.utl_\l: ordet from the Governor ol
Wisconsin that mandated affirmative action for the handi-
vapped. Project Skill began sohating job commitments from
tup agenddy administrators. [he suceess of the first tramnees
provided some cancrete examples for *use 1n Kurther pr0~
motng the project. A

After gaimng top level support. the project focused on
gaming suppori from all levels, of personnel involved in
hlrmg decistons, partiedlarly ageney persennel officers. Thewr
supporl was gamned through pcnodlc contact by the job
developer. either by telephone or in person. These contacts
helped pc‘rsonncl olficers to think about current job open-
ings that would be apprépnate to commit o Project Skill.

"Agency affirmative action officers were algo useful con-

tacts _Once convineed of the projeet’s viability, thcy“i':vccamc_

important dlics in persuading their agencies to commit
positions to the project. Many afflirmative action officers
screen-all of their agencies' job openings to ifsure that
affirmative action reeruitment pohieies are being followed. In
this screening process they often contacted the job developer
wilh leads for possible position commiiments.

It soon became clear that the probability of a succcssful
pldtL‘lTlL‘l'll was cnhanced greatly if the supervisor.of o
pu:uuun tommitied t Project Skill was convinced aboutithe
value of the pl’uj‘-‘\-‘ Jub dc\clupmcnt tontacts were also
made with Slale agency supervisors. usually at, the sugges-
llon of the ageney pcrsonncl officer If supervisors could be
1d on the program, they would oftem request that Project
“all be used when they were ready to (il other vacancies.

JOB DEVELOPMENT | .

-

Tools, Techniques, and T
Selling Points .

Information on goh Openings . T

The progect’s close,organizational relationship to the State
Bureau of Personnel proved useful in obtaining opportu-
nities for developing jobs. Listings of job elassifications within

. each agency ‘were obtained as well as information on the

number of annual vacancies. within each clagsification,, This
enabled emphasis and priofity on umits that were Inkely 1o
have open positions which could b filled. Coupled with a
monthly listing of job openings from the Bureau of Person-
nel. this allowed staff o make timety contacts with persannel
officers and supervisors who had appropridle job openings.
. \_ Y ;

Promotional Tools . -

Various promouonal tools were ased to make contacls
with potential employers. They r/uuded a broghure that
cxplamed the project and its benefits {updated periodically
to emphasize results): a film about the project that couid be
used for geoup promotional efforts; and a sales presentation
that included pictures of Project Skill trainees on the jobf.

-
*

Selling Points

In the early ttages of the project, the findings of previous
rescarch on e;npk))mcnl SUICCEess and charactenistics of our
target, population were used. For cxample, the projeet .

cmphasized 1o potential employers that, .

- I. Some studies, havc@shbwn that persons who are
mentally retarded possess high degrees of clencal aptuude,

mechanical aptitude, degtenty, and other types of skdls.
T+
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27 1o oveupations ordinanly showing o high degree of | These procedures were.
turnover guelificd workers-who dl't. mentally h.'ldrdt.d n:nd +

* e Leter of Intent When an agreemerit to commit a posi-
. uon 1o Project Skill was reached between an agency and
¥ Thgir attendanve records wpually are bettet than ™, the Job developer. the hinng authority ways ashed to send

1w exverl

average, ond acaadent and toss rates are lowgr a memorandum 1o the project confirming the intention
Data on the results of Project Skili became an cectine 1o hure lh{‘mgh Project Skdl This procedure was 1nsti- }
welling point Intorinaton on putnbers and types of plage- tuted to,alleviate any possible misunderstanding that -
NeR 10 each agencs. retention rates (which for some job might odcur
witegories were higher then tor non-Projeqg Shall hires). Jub Analvas For each position commutied to Project
% testimonals from supersisors of project tramees, and cost- , Sl an individualized. onsite Job analysts was done by
benehit ratios showing that the program was cont-ethicient in 7 the Job developer  The supersisor of the position was 1n-
_reducing expenditures ol public money were extremely use- tervrewed and the Job broken down into specific tasks
tul . v viTe ot .and duties. The work environmient was observed in
Puinting wut the services provided b Prujt.‘-..t Shill also order to provide an ndicayion of the psycflologlcal
sersed to persuade hinng authonties to use the project us o chmate of the job For example, answers to the follow-
g resouree 10 was emphasized that through mtensive Ing questions were sought. What would belhedegree of
FeCruting windidates who were capable of doingghe Jub mteraction with coworkers or the public? What would
would be tound  Agencies were mformed that, Skitl stait be the nature of the superision” What were the alnl:.ldes of
«ould help them mosve the reguired papersork through the the supenvisor? 'The information ganed from the job analy-:
cnvl sefviee spatem WA 0y o N Prepanng and | sty wa used toassist réferral sources and the Project Skill in-
mndugtmé. the bl service examination, 10w s also steessed take specialist in makmg decisions as to whether an individ-
that statl were avadable gt the fipal interview s for vonsulta- ual would be an appropnate referral for the posiion,
ton and advice, and that totlowthrough. including counsel- . In the case of positions for which the availability of

ing and referral to supportine services? would be provided
lor the pacticular apphicant hired  The faet that coworker

and SUPEIVINOTY TRHRINE was prosided by Skill \taff was also * were not.avadable, the agency was nformed that the
reassunng to the prospective employer Many of the appre- vacancy could not be flled by Project Skill at that ime.
hensions of hinng authonties were overcome when they ” Ihiv rarely happened. however. On one oceasion, after
Jearned from the job deselopment efforts that the serviees of aJob analysis was done. 1 was decided that the position |
stadt that were expenenced an worbing wath the target 1 olved too.much pressure and would not be appa{ﬁn-
population were asgilable © ate for Project Skill. This was then Xplained to the

\nothey selling pomnt that became 4 greater facsor - & . agency and was seen by them dS‘E\tdCI'ICC of the project’s-
developirg jobs for Progeet Shill was an Executne order careful sereening procedures

isstivd by the Governor ol Wisconsin that mandated affirma-
uu\.«ignn tor the handicupped Fhis order called for alt
Stte agencies to implement affirmative action programs for
_ persons with diabidimies Executive Order 86 (October 7,
T 19 wae sln.ngth-.m.d by Executine Order 9 (March 26,
1976). which turther ‘defined agencies’ roles in this regard
[ he content of 1his mandate was careflﬂ]y reviewed with
agencies Recenn Federal repulations that define the affirma-

qualified applicants was uncertain, a prehminary cheek
was made with referral sources 1f 'qualified applicants

Job Descripitopt A detailed job description was pre-
pared from information ganéd through the job analy-
sib  The yob deseription included information (such as -
the psychological environment of the job) that went be-
yond what was ordinarnily 1p a civil service jab apnounce-
meni and was used as a tool by refecral sources i imitial «
screentng of potential apphcants.

use action fequeremens of thé Vocational Rehdblllldh(m. . Job Announcenrent The formal civil ser\"lcc job an-
Act of 1973 brought tenewed mterest by State agencies n nouncement was preparcd by the Project Skilt job de-
“luring the handicapped « »eloper The project preparced th¢ announcement 10.n-

. 1 - . . :
Projeet Skl made” a pont of informung ageneies that v wure that the ‘ipcctdi_ucd worfkfep necessary (or Projeet
could be a4n soportant resource 4n their affirmative detion Shtll was included  The Lo the usual announce-

¢hlorts tor persons who are handicapped s ment format are as follows™ 3
Yo I. The job utle needed to inclyde the designation  »
“I'ratnee.” “Exefptional Employment.” and “Project
, . o ﬁlull lhe “Exeepupnal Employmem™ designation re-
Cemeﬂtlﬂg the Commltmeﬂt fers tu the fact that appheations would only be gecepted

. from persans'in the Project skl ldrgct group.

J - ' . 2. The following special requirement was also -
Once an dageney agreed 1o conunil o posiion to I‘ro,lccl . cluded as part of the annountement.
Shell, deflimite followuap procedures were followed to cpvre

that the positivn would be filled . an effiient and timely SPECIAL REQUIREMENI Pursuant 10 Wis-
mannee. (at vivil sorvice procedures were{ollowed, andthat . » tonsin Admunistrative Code Chagher Personnel
@ tural sources wolld Rave adequate inforsation 1o baw = . 27 and i actordance wllhthc State of Wisconsin

E lCeraI\ nn : . 1 . Affrmatlvc Action Policy to assast uccupallon-
’ 6 2 e
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Aruitoxt provided by Eic:

’aI’I) handicapped groups. appuintment considera-

ton will be given only to applicants diagnosed (or
certified) as mentally retarded (mildly or border-
fine retarded) or as dmotiunally hdndlmpped

an't‘f Shull AAgreement  For each position commat-
ted o Progect Skl an agreemert was worked out
* heyween the progect and the Employing agenty [his
agreement defined the wrms of the job commitment
and spelled out the respbnsibiitigs of both parties for
the duratidn of the trammng period-and the bubsequenl
probatunyry pcnod ™ .

.. Fhe agreement included the following elements.
) )

1 The seope of the apreement: a short statement on
© thg purpose of e agreement
geng¥al statement on the purpose of Projeet
Skl - .
A defimuon of the training period
The trainee’s walary and c\peclcd saldr:- progress
Sion
I'he procedures for recruitment and selection of
Lrainecs
6 A statement abuut how trainees wouwld be certr-
fied as eligible for Project Skt

14

L SR

=

-disrupuing prgcedure

.\
r

7 A lisung of the Projéct Skill reporuurig reguire-
ments. (The basic reqdirements were thal the

. agenty would provide the project with copies of

all personnel transactions imol(’mg the traifee.

sucﬁ as the letiers sent 10 the tramee notifying
fim . her-of starting employment, probationary
status. permanent civil service status, and termi-"
nation, if necessary.) .

8. [he speafic information on the posiuon or posi-
tions commutied, such as job title, number of
positions, starting wage, and hours ol werk.

9 The signatures of the Project Skill director and an

Jgency representative. usuaily the personnel
officer. v

E-]
»

Job Restructuring and Accommodatton  Job reslruc-
turing, or rearranging the job duties of two or more
posittons to make a position that would include only
duties that could bz performed by the target popula-
tion. was not done. by Projett Skl The positions
commutted were such that, with proper recruitment.
they could be filled witheut altening basic job descrip-
tions. Thus proved to be vajuable betause job restruc-
wring was seen by supersisors as a complicated and

vy
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The purpose of recrutment and intake

RECRUITMENT AND INTAKE

as 0 provide ’

emplu)un?vulh trainees who could. with proper training and

support. ‘meet the mimmum requirements of the jOb for
which they were selected.
The eclements "of this process weref (I) Recruitment;

(? pre-screening; (1) enl service examination; and (4) final
&

B | ction. /

Re(;ruitment 7

RCLI’UllmCm i Pruject Skll]‘ was limited to persons
diagnused by a devclopmental ‘dsabilities ot mental health
professional as cither mildly mentally retarded of restored

emotionally ill. Limited recruitment of this type is allowed

«rnder the WisConsin civil service system and.s authorized by
the Wisconsin Administrative Code (Rules of the Director of
the Bureau of Peronnel)

In urder to rcach the target population. staff myst develop
referral sources All agencies and persons w ho work with the
mildly r'nemaII) retarded and'or restored emotionally il
were contacted as potential referral sourecs for Project Sklll
They are hsteg below:

l. .Division of Vocational Rchabllltallon (most. refcrrals
came from this bOLIl'CC} P

2 Rehablhtalwn facihuies. tie Goodwill Industries,
Opportunities Industnalization Centers, etc.); o

1. 'As'sociallibn for Retarded Citizens:
4. Mental health centers;

N3.geeial educauon counselors and teachers in high

schools ‘and vocational schools; .

+ 6. State Job Service (cmployment scrvice) offices. includ-
ing the Work Incentive {WIN) Program: and ’

7 Other special pr.ogram*nat serve the target groups.

7 out referral writenia and procedures. Ongong contact and
dralozue with referrad sources wete necessary Lo prosent mis-

When the project began, mcctmgs were “held with all |
KC ‘erral sources to explain the project and answer questions

,

{

’

¥, - 3

regarding the characteristics of an appropriate referral or
what background information about referrals 15 needed.
Referrals to Project Skill occurred in two ways.

I. Referrals were sent to Project Skijl whenever the
referral source had a person who mught qualify for an
opening that Preject Skill might develop in the future. This
provided a pool of appllcanls from which Project Skill could
draw.

" 2. Other teferrals were solicitdd by Project Skik in re-
sponse to a‘specific job announcement. When Projéet Skill
received a specific position commitment, a job announce-
ment was seat t0 all referral sources. They then provided
Project Skill with referrals’ of persons who wodld be appro-
priate for the position brior to the deadline date of the job
announcement.

Both kinds of referrals were important. Having a pool of
applicants allowed the project to respond with assurance
when prospective employers questioned whether quahfied
applicants were available for a particular job classification.

t.1s important, however. that apphcants’ expectations are

not raised too high. They need to understand that there are
no guarantees that a job will be developed that they could
qualify for and that assurances cannot be given as to how
long the wait might be beforc applicants are noufied of an
opening. )

Even with a pool of applicants, it was essential lo cemmue
sendlng announcements of each opening to referral sources
and not rely solely on files. The announcements prompted
the referral sources to refer persons that they had not re-
ferred earlier, either because additional clients had recently
come 1o them or they had not previously considered Proj-
ect Skill,

Prescreening

Prescrecung fur Projeut Shall consisted of tyo clements.
(1) Cullecting infurmation aBout thg applicant that would be
uscful 10 evaluating his, her suitabihity for particular Proiect




X

FE]
"he shik 15 fured. and (2) LUPduL(Inb 4 presteening inter-
view

L3

+
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Collecting Inférmation- -

v 3
. . L]

R:.lcrr.il soures dsisted lbc applicant i compleung the
following ~

" { A State ot Wisconsin Appliation for Employment.
UL was espeaialls important that this form was done neatly

. aid completels, as 1t became the imtial contact ducument for
prospective emplosery )

2 A Progct Skt Applicaton Form
; prowded the projeet with needed mformation not mcl.uded
on the State applicatipn )

3 A Release of Informatton Form (This cnabled the
project to obtain funther needed nformation not avalable
through the: seferral source )

"The referral source also provided Project Skil) with a cer-
(ication of disabifity. Ths form was eompleted by a quahi-
fied person within the referral ageney using medheal, psyeh-

" atrie. and other diagnosuie information, The certificatton
way necessary as documentation that apphicants, were from

/ the targeted population

* Although tne original eertfication served the purpose of

establishing a statement of chgibthiy, 1 somg Ggses certan
apphicants and tramness proved to be unready for the traiming
progragt Therefore. referral sources wege asked 1o add the
following statement “The appheant 1A#thng and able to
enter the Project Skl tramming program. and can be
expected to adequatels tolerate the stress of full-ume
employment ™ )

In addition. 15 1mportamt for the referral source to pro-
side copies of all pertnent medical. diagnostic. dnd evalua-
tion matenal that they can legally pass on This includes
physical capacities reports. psschelogreal evaluations. reha-
bllttalign facities reports. and reports_from vocational
assessment centers Reports can be helpful in many ways,
eg a phyucal ¢exammation could indicate certain physical

tob adjuslmcnl when other types of evaluats
old or mcomplete. the referral source.must
imprewions and recomméndations.

.
a

Prescreening  Interview:

*

A prescreening mtersiew was héld with cach person who

lied for a Projeet Skill job In this inferview. the project
EKC explained to the applicant It abo sgfved to put him her
R case and gan any additional ncefled information on

{Ths form’

"‘14

intefests. skills, past expene‘nccs. and other conditions that
must be taken into consnderanon in pob placement. For ex-
ample, mformauolf' listed on the State apphcauons work
history and other training sections was oflpn mcomplglc
coneermng voecational assessment, work adjustment, and
traiming. Transportation should-be dnscussed with t}fe é.gp .
cant so that adequate arrangements can be rréd,e to lns
that the tramee gets to and from work.

The prescreening -nterviey 50 served as a “dress
rehearsal” f&r the more formbl oral evaluation that was 4o

e
4!’
a

occur later It, gave clues to the applicant’s serbal skills, |

COOPEralIYENIess. stress tolercmce and interdst in the paru
ular opening for which she he qu being cﬂnmd};%,l-f’
appeared that the applicant had been*mappropna{ely ferred
for a position, this fact was discussed with the referral source.
The referral ource then discussed the situation with the ap-

plicant. Applicants who insisted on going through with the

civil service exammauon were allowed to do so if they met
the mimmum ehigibilny requirements for the yob. This suya-
ton rarely occurred in any exphcit way: when 1t did. the
chances were the apphcant was ranked relatnels low.

Civil Service Examination

The next step in tie intake process was a civil service

.examination. The most typical type of examipation was an

oral evaluation, 1n which a panel of two or three persons
interviewed the candidates. Questions were tailored tothe job
bemg examined for, and the same questions were asked of
each applicant. Each applicant was then given a numerical
civil service score. Applicants we[e ranked on suth factors as
past work experience and lramn] faputude toward and
understanding of the job, and personal characteristics such as
stress tolerance or health imitations. The evaluation factors
are hsted 1n more detail on the Applicamt Evafuation Sheet.
Project Skill staff usuvally served as members of the oral

. evaluation panel, although parucipation by representatves of

the employing agency was encouraged.

wntten tests or performance evaluations were also used
when Projeet Skill and; or the hinng agency considered them
to be important selection factors. These were usually,
appropriate mqdifications of existing tests, devised 1
cooperation with the State Bureau of Personnel.

A civil service examination given for a Project Sk n’
position often resulted in the establishment of a vl service
register. Exam scores and rankings are vahd for 6 monthsffor
other job openings in the same job classification with the use

[

x;’

of {registers. A rgcord of the registers, with names and -

expiration dates, was kept by the Imtake Counselor.

_ Procedures for filling any position covered by a register then

entailed certification of eligible names from the register and
scheduling these peopleffora jobinterview. a considerably loss
COmpIex process. . Establishment of a regster eliminated
repeating the ume-consummg steps of job announcement,
recruitment, surﬁ'enmg, and "oral exammation for every ]qb
filled. .




' . " ¥ ’ .

A fedture of the \X'uwﬁsm‘l";r;onncl Rule thatsallows
recrutmet to be hmaed to o target. gnfup- 15 CaIegur)
veritfication Category certification expands the number of
applivants who are cerufied to an gmp‘lmer as eligible for a
pattivular pusition from the usual three tv a minigum of fise
In this system the categories are Category | -scores of 90-
100, Categors 11 ¥5-89. Category’ HIL 80-84. ctu . with
abuve 70 vopsidered pdssmg In the, siuativn where one
vacames existy. the (WP vategors i Fufied If this does not,
+ vield tive applicants. additivnal' vateguries are cerufied until ai
least five appligants are clgible fur the pasition, Eoreaxample

H un g partiular ¢xam lhl%e peutle had avores betwesn 90
ures between 85 amd 89, sesen

o be nterviewed by the huiring

-

and W4 and feur pcuple ha
pmpleﬂmuld be elyible

aulhonu
Categury #&rllﬁtdlllm had a pusttine effect o P;U}LLI Skill

In twu ways First. employers were more conffdent that they

would 2e¥ an acceptable candidate if they had miare pérsons to

select trutm Second. it allowed mure PFoject Skill applicants

o teel "successful™ by being selectéd for the [iefad nterview
L3 1

! Y

' x-
+ Final Selection and Feedbatk
. ) . ‘0
When the wvil service register was c:.labhsht.;d, I
employing umits responsibility e contact Peuject Sk

o

-

ERI

Aruitoxt provided by Eic: - .
a .

jas the

A%y
applicants for the final selectron nterviews. The hlrlng
decision rested with the employer. A Projecl Skill staff
persun, usually the intake counselor was present at the
final miersiens. A familar face and moral support for

applitants hc]pud put them at ease so that they could do their
best

The Projeet Skllélaff person also served as aconsubant to
thé employer. interpreting strengths and wegknesses. and
alerung supervisors. and agency representatives to potential
protlems. For B:Ldrtlple physical disabilies or medications
that would affect thelwork assignment were kxplained -as was
the geénerql ;.au:gori of disability (retardatidn or emotional
disturbance) 10 nomtechnical terms. When a final selection
wds made this infofmation was transmitted to_the Project
Skifl trainer who 'wduld be working with the agency and the
trainee The actual !rau‘urfg process then began
A thread running through the entire recruitment and intake
prucess tand. indeed. the entire project) has been the need for
sonstant communication with. and feedback to. the referral
-soures They (the referral sources) need to be informed about!
the applicant’s performance in the pre-screening. oral exam.’
and final imnterviews This gnves the referral sources valuablg
information that can be usedin theis continuing rehabilitatiot
efforts with the individual. For example. if the applacam'g
interviewmg skills are not good. the referral source can set u
a program to imprové them In this way all appheants to
Project ‘Skill received a service. whether or-not they wefe
successful m obtaining employ ment through Project Skulli
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Trarmng includes a?:nvme that focus on ahe pretraining
and traming processts. Thede ‘activities include providing *
imformation, instrucyibn, and discussion sessions for trainees.

goworkers, supervigors. tramming diretiors, personnel _ |
managers, admlm‘strfﬁtors. project staff, and referral agency *

personnel.

The matenal in this chapter of the report 15 based on 2.'/,' .

vear's experienc th the project. Some poce&ﬁ'es have®
worked well, othéfsihave not. The general conclusion is that
parucular schedulf:s and relationships ‘can be varied
somewhdt with 1dividual siuations 1n all situations,

however. the folloying seem to be nécessary. '

I Understanding by all

. ~key persons of ther
rfsponsihllmes. .

CEY

> An effective communication systém. r

-
‘ T
1 . -

| »

urpose -of Training

Orientation: : '

»

COnentation involves famihanzipg andividuals with facts
abdut the trammee and 1he traming program. Orientaton 1§
pecessary 5o everyone who 15 1n a position to nfluence
training progress has the iMormation needed 1o make wise

judgments regarding the project and hisy her role i . For-
! example:

An administrator needs to know general

goals of the projeét 4in relationship I

affirmative action mandates.

A person}s,cl manager necds 10 know an
applicant’s job potential 1o decide if he/she
can fulfill the position requirements.

i
E m "~ A'tginee needs to know work rulesif heyshe
is expected to follow them. :

- trainee’s behavior r
" positive al)proach.

. the employer.

: .
Skill Trainirg .

S .
gl traiming (the formal or semiformal instruction in task
procedures) i1s necesdary to teach the trainee accepted ways of
doing the job.

1

o

Adjustmém . ,

Adjustment refers
for the work setun

to the acquisition of acceptable behavior
p—~fitung ™ and “getung along.” The
ects attitudes about himself/ herself, the
nd supervisors. Without a reasonably
the trainee—~déspite the learning of
gnindiscouragement or be terminated by

work, cov.Jorkers.

skills —map well r

N

/Training

. Top a%L_ncy administrators should be informed about the
program by letter] from the project administrators. Follow-

through (‘neetmgs re then arranged. Theaotual orientation of
agency or unit staff (when supported by the administrator),

gives ba#king 10 L e project and lets the employing unit staff
realize that adminktrative support is given to the program. It

may be desirable ta have the administrator give a preliminary’
statement at an onéntation meeting. Here 1s what was done-at

Qne institution: .
An.mbal agreement was made betwgen the ad ministrator and the prageet
job dcvclecr to hirc a trjipee Since this was the first tramee m this «C1LNg
and therd was conuderaliie apprehension pmong sfaﬂ'. 1 wad agreed that a
mecting jof a rcprcs.cnta we of adminstration. personncl. trainmg. and
sapervnprs would be held, wilh projecd stall presenung dimenssons of the
Progra ?mi amwenng gpesirons A |-hoyr session was held thal ineluded
the showng uf Lhe film aboul The Project. an introduction by the employer s
raimnd direciaf. and a presetation of about 10 minutes cach from the

'
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Protsed 0B duvdopa aipd s % qusstion and atwel s il ]
los aboud o hall hour dutuig wha b aecctal oy were edied cameefung the

atuigs fesvel wl ._mi- teamnees spostdd conditrons such as whether trafiees can
fave Maore dash oll than fegelar cmplovees and the roles of supersfors and
Piatend sball The atamton sebsed Py ntalanatsen and Lo air i syt
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Personnel’-Managers

"

- 1 +
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Oru:mauoh of personnel managers begins wnh the conlacl_
by the job deteloper. w ho might be accompanied by atramer.
Not orly ad¢scripizon of the oserall program but discussion
of potential tramees and their abihties and needs 1s imponant
to the pervonhel managers” undersianding of and cooperauon
with the project The personnel manager may decide that the
apprepriate gpproach in his her seitng would be to have a
furmal orienjation such as the example described abose.
Cuwnot tentation may be decided upon after discussion
with ndigddal supervstrs The personnel manager may
decide that cértam superisors are moce hikely 10 be helpful
and proficient at tramming than other supersisors.

-

Supervisors

Semiformal training program. Early in Project Skill's
implementatdn, staff and the Advisor Board recognized
that a speaific:structure was needed 1o help supen sors more
effectnely train pesons who are muldly retarded or resfored
ermottonally disturbed They felt that a traming program was
needed to dr&mauze foi supervisors the need for traiming,
clear ll‘lSll’UC*lOl‘ls. and a posine work climate for all
emplovees. both handlcapped and nonhandicapped. Theyw
also felt the traming program should include practical
suggestions fpr traming the mentally handicapped .

One result was the devisimg of a Supervisor Training
Manual* thal the tramer techmcan used in a number of
setimgs. The; following outline. in modafied form. describes
the format of the 2-hour group éessnons for supervisors:

I Introduction of leader and group mem bers deﬁmuons
of purpose. _

4 L

2 Project Skill film and shating of comments about

tramnee’ progress froni supervisors who have already trammed

Project Skill parucipants .
k) Exer"mses .

+ Tumed test followed by, discussion of how
trainees react (o prcssure ‘iww inlense pressure
rmight interfere with producut'e work perform
ance (anxlety arousal). and how a lralnCr might

. . lessen this anxety.

f- Towel-folding exercis€ iHustrating individual

-approachcs to a particular task (different ways «

of foldmg} and consequently, lheneed for step-

l: TC uperHe "1“'"{: st APER 1973 Acaitable 1oz Propect kil Betddognien dh badnen

!
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by-step plarlned lrammg for propet Ieamu‘ig lo
occur. This 1s related € superylsory responsi-
bility. s : -

— Directions taking exe ' ise, where-the group

.

L4

!

follows verbal directiors for typing an undgr- -

writer's knot, This, il slrales that pace and -
clarity are important 1q giving directioss. The
nonhandicapped can ually absorb from three
o s1x snmple msLructions bgliore confusiohn
begins. This is an o portunity €p estphasiae
that Project SKill trainees may 1ake Tonger 1o
learn the task(s) to -be performed. . Past,

experience has shqwn that trainees can learn -

and can reach an ao:eplable level of psoduc-
lwuy This goal is reached by eslabhshmg a’
con:uslenl tratning program. -

- Role playing. wher# a supenisof teaches the

: underanter’s knot 10 a new employee. This™

. prosides an opportumity to discuss specific

ways to suimplifs tommunication and effect
learming '

4 Disgussion of learning. principles ang lecture Cfl'i

L

v components of tramning. , .

fo

Speciﬁc information regardigg Individual trainees. Super-
visors want very speaific gmdelmes regarding the handhing of
their trainees. Although general orientation 1s tmportant.
spectfic information regarding the trainee is essenitial to the
supenvisor for helping in the Training process. The follon'ing
ipformaton sheuld be gn en™p supervisors.  *

. ,An explanation of the irainee's physical disabilnes

that might affeci the work assfhmenl Fogrexample. epriepsy.-

evén though well conqulle should be discussed. It 1s
1mp0rlant for, the supemso 'to know abqul themedléauon
and what to do if & seizure should oceur.

. 2 A siatement about the trainee’s general category of .
disability, ¢.g.. retardation or emouonal disturbance. The
focus should be on §Fecific behavioral components: e.g..
“somewhal slower m learning new tasks than the average
person.” br “needs mauer-pf-fact praise. fairly frqquenlly. in
the beginmng of training.” .. -

The folfowing lypes of information should not be ngcn 10
supemsors. . )

I. Diagnostic categories, e.g.. s;:hlzophrema or passive
aggressive personality. Generally, these labels tend to éause
fear or confusion among supervisors. There is a misunder-
standing of the meaning of these terms and generally a self-
fulfilling prophecy may operafé Where .poor behavior is
expected. It is better 1o explain certain likely behavioral
component.s and suggest measures the superasor might 1ake,
.8
gradual efforls,lo lalk to lhim:her and include himghernn
group discussicns,” ';_{he traince respdnds best.if he;she
kgows that not p‘honmg when il wll rcsult m loss of pay.”

2, Inlellngencc%uouem (1.Q.). Mere knowledge of an
LQ. score often. results m arbirary exclusion from cerfain
tasks or discussions anp leaves out .af consjderation the
individual adaptive abiffty of the trainee, Itis b&jcr totell the

% t,
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“if the' tramee tends (0 1solate imself, herself. mch )

-

A

L

rd it




£ mc‘xard the pr

T

supenisor e g."}loecanlearnthe sc@%ﬂ)ou gooner
any new assignment with him seseralhimes. hasing him repeal
W, prior to his beginning the 1ask. Check on his work about
.ach hour the first mght. and ease up gradually fromthenon ”

The'prmcnple Project Skill has followed Ras been 10 give
information that 15 useful. necessary. or helpiul bccause e
directly relaled to the traiming success,

Coworker Training and Orientation

[

Soun after the superyisory tramung started. the prdfectsiafi
became aware. through feedback from superwvisors. 1hat
wwurkers were begimmning 1o yuestion this special traiming. To
respond Lo these yuestions and to strengthen commitment 10
the project. Skl stat{ designed a woworker lréimng program

tu be a complement to the program provided for supens isorsh

in both cases. the traiming was designed 10 provide
information on the capabiiities of the population and 1nsights
o wavs Lo respgnd to potential situations that might arise
during traiming
Coworker training’w as first insntuted at one of the State’s
" resydennial institutions when it became clear that one of the
Skill trainecs »as receiving hostile teasing from coworkers
With the support of the department ad minustrator. coworker
training was introduced

Coworker rrainilng was a modificdtion of the SUPETVIsOr).

training  The following agenda was often used

4 Introduce group and discuss the roles .of tramees.
coworkers, and supervisors. and their. relationship 10 each
other

«2 Then follow same sequence as for supervisory traiming
up to the role playing of gining instructions for the

a Chmaterexercise ¢

" b Word game
1 The session can then be concluded with specific

underwriter's knot The second half of the Iraiming can uuhzy

.

information on he siructure and pyrpose of the projectiself

The onientation of coworkers was at the discretion of the
supenisor. personnel manager. and the project trainer. Some
supensors prefer to say nothing to their staff other than,
“This 1s Joe Brown, who will be a trainee in the maintenance
department ™ This may suffice Other supervisors wanted an
orientation for coworhers because of some apprehension

about special programs or about handicapped persons. All.

onentations should be made known 1o thetrainee. especially
those for coworkers :
*In one instance. the agency admunstrator. traimingdireciof.
and personne) manager thought that coworker orientation
would be absolutely necessary These three management
representatives, together with the tramnee’s coworkers. met
with the project job developer and a project Lrainer before the
trainee started the new job The fiign was shown, infroduciory
remarks were made by the training director. and hpief
preseniations were gien by the project job developer and
@ ner Consigrable fechings were expressed, pro and.con.
ect by the coworkers. Some coworkers were

+

*-
- [}
; a

upset because. as they stated, “If a retarded person cando m

Job. what does that say about me?’ Thys concern s dnfﬂculttp

respond 10. But some of the answers given were
“Eseryone does not choose to or is able !

t< use all hus [her] ability on a job.”

“If one. has more abilny, he [she] can’

move up 1o a higher Ievel job” .

It was‘emphasized that trainees were hired at less than the -
usual pay rate. but were expected eventuglty to work up tod
satisfactory level of performance and schieve regular statug-
and pay rate. Another issue was whether trainees would péyl
their “fair share™ of ynion dues. The ansiver was “yes.” A few!
coworkers rose to the defense of the "handicapped” saving. "I'
know they need a chance,” or. "I believe they can do the'
work ™ The sesston sertd somewhat as a catharsis for!
coworker rumblings and did provide information It alscu.I
prevented disputes belween trainees and “regular” employees
and possible disruption of the work situauon. ,

-

Trainees

. -
Trainees are usually first (nformed about the training .

program-from a referrat agency counselor, who has some
general background about the project. When a specific job s
open. the referral agency counselor can offer some detail
about job tasks. wages. hours, tnié. and location of the job.
This information 15 given to the referral counselor by the
project’s intake worket

Next. the trameg meets with the project intake counselor{in

Madison, at the project headquarters. outstate. atLhe referral -

agency) who provides further information about the program.
job goals. and objectives.

The purpbse of these preceding interviews is to give the
tranee some of the facts aboult the job and to discuss some of
the imphcauons the job would have for him:her. For
exampie, the receipt of Sacial Secunity Disabihity Insurance
may well be terminated after up 1o 9 months of employment.
AL the civil senvice oral evaluaton, the trainee will State
his her knowledge of the job being applied for /

The funcuon of traiming in the Project Skall job 1s to teach
the trainee the individual methods and 'procedures the
supenisor requircs and to help hum "her adjust to the work
situation. There have been three traiming models to assist the .
{rainee. | '

1. Preliminary training by project‘staﬁ. For the{irsi groups
of trainees early in the project, preliminary Iraiming sessions
were held. Placement stalf provided orientation speakers
from the union. safcly ptogram..and personnel. Instruction.
demonstrauon, the tiyoul of tasks, and role playing of
trainee. conorker and trainee, supen isor relationships were
included After a week oriwo. the trainecs were assrgpcd 10
their regular supervisor.

This format, except for the personnel orientation, was
disconuinued when it was discovered that most appitcants’
previous lrammg. skills, and adjustments were at IeaSI
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_ mamimally sufﬁclenl 6] enable thern ldv traan at lht‘ regular
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2. Preliminary training by employing unit training staff.
Lo efploying umits had a prejminary training program for.
thewr, “régular” workers that was also gt Project Sk:ll
tranges - . N ’

' Prehmmary _fraiming for buldding maintenance

helpers For the firsé groups of tramees. the, formal

* wamng outling . was followed. However, it was
- discorered that' ménv trainees had trouble adjusting

w i) thelr regular ?ork setting after getting used to the
prehmmar\ traimng site The modification effected

was 1o ‘retaurr the personnel and work rule orientation

in formal sesstons. but to curtail the extent of the

~ "prehminary wotk demonstrattons Trampees were

then transferred to the worksite iself The unu
trawner then acted as 2 consultam to the supervisor
This furmat setmed tu work more effectively

- Preliminary traiming for nursing assistant iemploying
unit training otﬁcen One institution used a‘[&gmal b
tu 8-week traimng program of classroom wstRuction.
levtures. audiovisual aids. and gradually increasing
b tryouts Written examinations were given at
midtratning and at the end. Currently. a Project Skall
traspee has progressed through formal tramning
sequence along with yix or so other “regular”
trainees

3. Training by supervisor from first day of training. In a

- large percentage of the traiming sites. tramnees are turned over

tu the superyisur for trawning from the date of hire. A member
uf the persunnel department ur Project Skill staff introduces
the travnee tu the supervisor 4 Lsually, the trainee first meets
the supers,sor ot the final intenview whenthe decision to hire
i» made ) An urlenlallu'n’fwm the personnel depariment 1y
always given during the finst several day s of employment The
tramee 15 gnen the same information as any other new
employee

* (eneral job goals

YWork rules

low and deseniption of work area
Lse of ume cards

Hours. breaks. and lunchtime

Safetsy practices and hre exats
lmroducuon to coworkers and supervisory
Health insurance -
Retremdm ’

ek leave

Yacation

Lafe insurance '

* & & F o o & 0 p

Fhese discussions between the personnel staff or supervisor
and the trainee help establish the ground rules for the traince’s
relationship with the supennior It has often been advisable
for the trainee 10 work with a coworker at first, if possible. In
any event. the trainec should know speufically wherehuw.

© | to whom to report for instructions.

'ERIC ~ *
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Programs, Training
Plans, and: Reports

Programs .

Several documents state the goals of the project and .
specify some of the responsibilities of the em ployer. Project
Skill. and*the trainee. .

1 General Training Plan The General Training Plan 1s
based on requirements of the State Personnel Code. The
plarouthnes certain aspects of the project such as tasks to be
learned. traiming processes. characteristics of trainee group
to be sened, funding source for trainees, recruitment
processes. and length of traiming A copy of thus planis given
to each employing unit personnel office, .

A2 Tramming and Emplovment Agreemeni. This agree-
ment speciffes the utle of the job, pay rates. ume of training,
and conditions of completion or termination. The agreement
15 signed by the trainee. the employing unit representative,
and the personnel bureau representaine. A copy 15 then
receined by each party to the agreememt Although the
document $pecifies a traiming period of up to 6 months, the
employ#r can advance the tratnee earher with State Bureau
of PePsonnel approval Also. the term of training can be
extended for *a period of time. wsually 3 months. This
additional time has rarely been necessary because after 6
months most trainees have had time 10 demonstrate that they
can be advanced to regular probauon.

3 Tramung Prugram The Training Program’s major
components include the duration of traiming, pay, super-
\1s0ry  responsibulities such as instruction and reporung
progress to the trainee and Project Skill. as well as itemizing
the tasks bf the job Sometems such as pay are determined by
& umion cgntract and the State Bureau of Personnel.
Reporung schedules ar¢ suggested. but supervisors are
allowed considerable variauon th their adherence to the
schedule This document must be approved by the State
Bureau of Personnel A copy s then given to the employing
unit personnel officer. sppervisoTs, angd trainees,

Specific Tra.ining Plans

The specific traiung plan 1s a descripuon of tasks,
procedures, and a timetable for learning reguired tasks. The
plan 15 used by*certain employing ung trainers who have a
formal structure for trasmng. The wmit tramners usually
implement the plan themselves or work with a supervisor to
help the traince m following the plan. Project trmners can be
of assistance in yorking out plans 1o teach certaingasks or to
modify behavi Twhl(.h 1s interfering with job progress,

2n - -




Records/ PrTgress Reports S

[n order tor ll‘ln: supersisor to keeprtrack of trainee progress.
4 tevord shouly be kept of task_learning and job-related
behavior The a.halys:s required to dojustice 1o the trainee and
provide a4 fag Ft ginves the supenisor ume 10 think about
Lishy  aven ed and job-related factors The trammee
should he imBlied in nhe rating process through penodec
diseussivn with lhe supersisor. and the trqinees should sign
the report to indicate they have seen it The ratng process.
althywugh wsetul’ 1 seme traning situdtions, 1s especiaily
helptul 1o Project Skull trainees who are used to being assessed
and evaluated ap part Jf their past rehabilitation programs
and can use the Lwrances and guidance of supersors who
have luoked varefully at trainee progress

Recurd furms has e two components (1) Task performance

and (21 ob-related behgsions Tasks are rated tor quanuty and

.qualny on g fivespaimt scale Job-related factors. such as

crworker relationships. are also rated for quahity on the five-
punt scale [t i suggested that revords be compleied each
week during the first month of traiming and every I weeks for
the balance of traimng A flexible interprétayon of this
shedule 1+ desirable  most imporiant 1s that He trainer
wouselor 1s atisfied that trainee progress 1s being made

Many supernvisors do not like to compicle reports  This
reluctance van be partally gvercome if the unit or project
trainer ur placement younselor spends sume time n the
heginning of traiming with the supenisur Dufing the first
wyeh(s) ot training. the assigned tramner or counselor should
meet with the superyisfr to resiew his her understanding of
the rating torm yvodes. and to discuss trainee progress
E«pefience hay showq that some supersisors need assurance
that the trainee can “*vtand™ being evaluated. especially if yome
performance needs' improvement |f supersvisors consider
reporting helpful in traimng a betier employee. more useful
and meaninglul reports are forthcoming Interest and
cooperation of the assigned trainer-counselor has awded
reportng If no report 15 requested. reports will not flow
readily W hen written reports are not sent. a phone call to the
supenisor can elicit an oral report. and some’persuasion may
help in encouraging the sending of 2 wnitten repon It 15 good
to ermnphasize that the, main purposes of the report are to give
the trainee some tangible evidence of progress, to aid the
supensor i notng progress and problem areas. and to
inform the trainer of trainee needs such as counseling or other
SEMVICEy

v

Job Placement Followthrough

Who Shouid Follow Through?

-

The refeccal agency usually has vonsiderable background
information about the trainee and an investment of time and a
relationship with the trammee that may well continue o
ming and beyond The salue of this knowledge for

- placement followthrougﬁ gm‘nm be underestimated. It 1s

important to establish Arom Tﬁe beginning of trainingghe
respective roles of the referral- agency and the project tramer.
It is rare thaf 100 much,foﬂpwlhrough 15 done or that two or
more agencies outdo each sther 1n working with the trainée
and supervisor One stipervisor complamned that the trainee
used too much Jf the supervisor's time with discussion of
personal -problems. ‘The supervisor sad, “I'm not a
professional counselor ™ Although superyisors often can give
good advice. a carefyl discuss10n between the trainer. tramnee.,
and supervisor will reveal whether the Skill trainer should be

mdre 1 olved or perhaps refer the trainee to other services so

that the supemsor.can mamtam his her pnimany role of
supervision’

One primary counselor trainer shou,ld be designated o
followthrough with trainee and supensor concerns. Reports
can then be given 10 other appropnate individuals The’»
models followed™so far are

| Project Skill traner as the pnmary contact ithis model
1» used 1n the project heqdyuarters city) The project trawner has
direct communication. through worksite vasuts and phone
calls as well as receiving wniiten reports from the supervisor
Many problems that anse can be resolved in these
interchanges. € g. a 1ranee's misunderstanding of super-
visory job performance expectations. of a supervisor's
musinterpretation of the gause of a trainee’s momentary
inattention that might be due 1o petit mal seizures if g
problern arises that cannot be resolsved by the project tramer,
e g .need for psych;alnr. revie w of medication, stepsare taken
such as the referral of the tramnee to a memtal health clinic
Periodic oral reports of traimee progress are given o the
cefernng aanC) .

2 Referral counselor, or followup placement counselor,
as the pnmany contact (this model 1< followed especially at job-
sttes beyond commuung distance of the project tramer): The
project trainer 1s responsible for arranging an introduction
between the employment untt personnel office and supervisor
and the referral or followup counselor From then on, the.
counselor follows through with the tramee and supervpor,
momtormeg. trainee progress  Written and oral reporzs of
progress are routed 10 the Project Skill traner. Some

. personnel officers want a copy of the progress reports. also. If

there 1s a lag in the Ieporting. the Project Skill trainer should
call the conlact counselor and find out what 15 happemng
Sometimes. it is necessary for the project tramer to travel (0
the worksite and meet withahe trainee, supervisor. personnel,
and local contact counselor ’

Worksite Visits

The project tramer or the person dcsngnated 1o pro

followthrough oullymg areas —should be aware of hc '

work setng. pcrtodlcally tour the area and take note of the
trainee’s physical and seuial environment. Ideally, this should
be done before the trainee begins work., Worksite visits
demonstrate interest in the trainee’s progress, However, m

P

some settings the presence of the trammer is counterproductive.

-
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1{the trainee, supervsor. ur personnel manager indicates that
worksite visits age not helpful. the traiber should,
nevertheless, arrange tu talk with the superisor and trauneean
some other area Often. this 15 done because of coworker
cunosity and concern that ibordinate 1 “special” treatment is
being afforded tramnees. . .

Vists should be geared to traiming needs and wircum-
stances Some’trainees and superyisors require aied welcome
weekly visits for perhaps the first month. Usually, however, o
visit the first ‘and thurd week should suffice, with perhaps a
phune ¢all the second or fourth week. 1t is mostimportant for

.
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the project trainer to follow traunee progress through visits,
phone calls, and wnitten reports. After farly intensive 1mtial
contacts, a graduallessenung of contacts can take place. Many
employing units reduire a 3- and 6~month report on ail new
employees. and this 1s a good time (o <losely monitor trainee
progress. Also, a training pay increment occurs at those
wntervals as a partial recognition of progress. If a trainee is
advanced to “regular” probation before the end of the 6
month traming program, the Project Skill tramer shoul@'}‘
review progress with the trainee and supervisor and
aiknowledgesuccessful completion of traiming. This willserve
to partiail} reinforce trainee-and supervisory efforts.

i
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As a result of Rfoject Skilt's research and developmenit
_efforts within Wijsconsin State service. over 100 persons,
either mentally retarded or restored emotionally disturbed,
were hifed 1nto permanent divil service positiens The effort
added produétivd. valued employees to the system, employees

' whose turnover rate compared fasorably with employees

hired through regular processes Initial cost benefit figures
alse reveal a positive return on the.investment. |
While it is triz¢ that the modet developed by Project Skill
included mtensive “front end” attention such as careful
screeningand detatled trauung plans in addition t¢ other early
professional attention and service (with concomitant costs),
this imtiat effort has demonstrated its importance and value.
" As a résult of the project. more individualggcoworkers and
‘employers) ha\.e.'b) interaction and ex posure, learned some
gtaphic lessons about the gotential and ability of persons
about whom they may have previoysly held misconcepuons.
It 15 clear that, n Wisconsin. the project wiil not only be
continued using State funds, but the' model wiil be expanded
to encompass the entire handicapped. population. The new
Project Skill will be a handicapped placemient and affirmative
action resource for alf of Wisconsin civil service. A precedent
will alsp be set in that ¢he ongoing program will be the yoint
responsibility of two departments - Health and Social
Services as well as Adminissration The new program will be
meshed with the setting of hiring and promotion goals for
persons who are handicapped in each State agency affirmativ e
“gction plan These efforts will'in tum be strengthened by the
promulgation ¢f a training package now being developed
through an Intergovernmental Personnel Act {IPA) grant.
The package wiil contain the basic information needed by
personnel managers and supervisors regarding handicapped
affirmative action. The topics that will be developed in depth
include Legislative mandates, facts and figures about the
abifity of the handicapped population, reasonable accom-
modation its definition. parameters as well as a delinea-
tion of the resources available to enable hiring authorites to
meet their responsibilities The IPA project also includes an
in-depth analysis of the State’s Mahagement [nformation
System, ta assure that the most workable approach is
O plemented to gather needed statistics ‘on handicapped
EMC ployces. applicants, and reasonable accommodations. Asa

Full Tt Provided by ERIC.

1icst stép, the State application has been modified to allow an

.. " CONCLUSION

mdn a:i.ua! to define a handicap(pm'g cohdition.

Further spinoffs of the project include the Skill Extension
to Cities and Counties, an effort funded throdgh 4-percent
discretionary funds of the Governor’s Manpower Office. Thus
far, inJits short ex;stence this preject has brought together
various agencies at the local level into new and hopefully
ongoing relationships. Comprehensive Employment and
Training Act (CETA) funds (Work Experience and Public
Service Employment) have been used as subsidy for positions
for persons who are mentally retarded or emotionally,
disturbed. The attention of funding sources { Area Manpower
Boards) has been effectively focused on the employment and
training needs of the target populations. Referral sources
and service provider agencies (Community Action programs,
Division of Vocational Rehabilitation, local Mental Health,
and Development Disabities Boards, etc.) have not only
become alert to the potential value of CETA resources for
the persors they serve, but have also entered into formal co-
operative relationships wath the project. These new, defined
processes prowvide for smooth, coordinated services to the
consumer and have resulted in’ additional, substantive
employment and traimng opportumties that did not exist

“previously for wus population. .

Project Skill has not only worked, but it has grown and
gained acceptance. Given budgetary and fiscal constants, the
fact that the project has gained the support 10 assure its
continuation under General Purpose Revenues ts a major
achievemnent. The fact that two State agencies have entered
into an unprecedented effort to assure Its contintation 1S an
event worthy of special note. '

It should be understood, however, that there were no
special conditions unique to Wisconsin that resulted n.a
viable project. The conditions and the outcomes can be
scplicated in other jurisdictions. Over the long term, the real
ralue of the model developed by Project Skill will be \n the
extent to which other States or local ggvernments are able to
adapt or adopt the methods and approachés that evolved -

‘from Project Skill. It has worked and will continue to work n

Wisconsin. There is continumg concern on the part of all
involved with theibitial effort that other governments are able
to pursué impi€mentation of the model or adaptation of yts
structure to their own crcumstances. This monograph has
been written with that purPose in mund.
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Where to Get More Information

For more” information on this and other programs of research and development funded by the Employ-
ment and Traming Admunistration, contact the Employment and Tramng Admnlstration, U.S. Depart.
ment of labor, Washington, DC 20213, o5 any of the Regional Admmstrators for Employmenl and Tran-
1ng whase addresses are listed below’

’ . ?
» . Location *, : States Served-
/ b . ’ ' . . !
, John F. Kennedy Bldg, Connecucut . New Hampshare
. Boston, Mass, 02203 Matne " "Rhode kland
_ . Massachusetts Vermoont
1515 Broadway - _ New Jersey - Puerto Rico  «
New York. N Y 10036 . New York Virgn kslands
: Canal Zone
“r I - ’
P.O Box 8796 ) ‘Delaware Virgmia .
Phuladelphua. Pa. 1910) Maryland . West Virgima
Pennsylvarua Drstrct of Columbia
. & 1371 Peachtree Sueet. NE . Alabama Mississippl,
:) Atlanta, Gz 30309 Flonda Nonh Carolina
. Georgia South Carohina
Kentucky  « Tennessee
i 230 South Dearborn Street Imors Minnesota
Chicago. [Il. 60604 : Indhana . Oho -
. . Michigan Wisconsin
91 Walnut Sireer lowa ' Missoun
" Kansas City. Mo 64106 . ) Kamsas ~ Nebraska
s * . ' .
Gnffin Square Bldg . Arkansas Olt]ahoﬁna
DaMas. Tex 75202 : Lousiana Texas
New Mexico ) \ o
F96E Stout Sireet Colorado South Dakotd
" Denver. Colo. 80294 . Montana Utzh
) © North Dakota Wyoming
4'50 Goltden Gate Avenue Arnzona. oo American Samoa
San Francisco, Caht, 98102 ) Califorma . Guam
. : . ) Hawan Trust Terntory
. . ' . Nevada )
949 First Avenue Alaska . Oregon  *
Seatile. Wash. 98174 ‘ : ldaho Washington
.« t .
. : 7 .
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