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_ Vocqfiona? evaluation is a process of assessing a person to determine the .
.. specific nature of his aptitudes, skills, interests, and work related behav-
* iors. ‘Most writers in the field of vocational evaluation list four major .

methods for assessing human potential: - (1) psychological testing, (2) work
samples, (3) Situational assessment, and (4) job site evaluation. Presently,

many-evaluation units depend heavily on a combination of psychological testing

and work sample assessment.. This is especially true when the facility has
only two or three weeks in which to perform a complete evaluation of the cli-
ent. Although each assessment technique has its advantages and disadvantages,
the advantages’ of job site evaluation have been Targely ignored by the field.
.{The MDC- annotated bibliographies ]?ry 1875; 1976] list less than 15 refens
ences dealing exclusively with job site evaluation.) o j

_ What is job site evaluation?* The Task Force No. 2 section of Vocational
Evaluation Project Final Report (1925) defines this technique as follows: .

" . Job site evaluation usué]]y means evaluation that takes

? .- tiop facility. The evaluation is performed by the
employer in the industry or business. .However; it cép
also mean the use of actual jobs within the rehabilitd-
tion facility which should conform to the Wage and Hour
@egu]ations'of the Department of -Labor. - ‘

_g~m—~——_—;_p1ZEg in an.actual job Setting outside of the rehabilita-

" The client is given the opportunity to fulfill the spe-
cific requiremeqts of a particular job. He receives
directjon from a supervisor, as if he were an employee
_sof that industry. (p. 53) FRY |
. /' . - — o ) R ) . -
« ° This report also states that job site evaluations have these character-
istics: ST . . ' o .

1.. The client ,is not necessarily paid. . :
., 2.7 Placement on-the-job "is primarity for the client's benefit.
" 3, The placement will not necessarily result in employment in
that job. o N
4. The employer may npt experience -any imiediate ‘gain. )
- -8, The client doe§?not displace another worker or fill a
e vacant worker slot. : , s
6. The client's parformance is supervised and evaluated by
~° the employer or evaluation staff. (pp. 52-53) L

*

I 8 . ‘ \ : ,
2 The above definition and characteristics of job site evaluation may-be

-, combined gnto a simpler, shorter definition: job site evaluation is an as-

" "*In this publication the words "asséssment" and "evaluation" will be used in-
SN terchangeab]x. L . ; . |

sessment technique Whgre the client performs the job duties of a real job .in
‘competitive industry. . . '
. _
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Why use job site evalliation? The answer comes down to one word: real-
jsm. Of all the techniques used-in vocational evaluatior, job site evaluation

is. the closest-to the actual® c@epetitive employment situation in which the

1ﬁc1ient‘wi11 eventually be.placed.. By using job site assessment both evaTu-

ator and client can test and explore the world of competitive employment. For
the evaluator this means that he can obtain a more accurate assessment of the
client's functioning in ‘the type -of environment where the client is expect

‘to be employed. For the client it means that his concepts of job duties,

interests, .and skills can be testeqﬁfgainst his subjective needs and goals.'
. . y : oL . ‘ N . .

Although reaTity is thé key .reason for USihg job site evaluation; job

site evaluation avoids some of the problems that are inherent in other tech-

niques. Work samples, testing and, to Some extent, situational assessment, gre f;;
artificial situations. - By using job sites the evaluator is for thé most parts
free from the concerns of norms, industrial standards, validity, reliability, /

.- and other technical problems\that have plagued psychological-tests ‘and work <

samples. He is also -free fropm the fact that much situdtional assessment ap-.
pears to the client as "make work" and that because conditions, do not resemble
competitive employment, there is an unrealdistic atmosphere—in-many—sheltered— &

-

. workshops. Thus, the job’site provides a very concrete assessment of the . .
~client’s skills in the most realistic evaluation setting possibke. =~ .

' N . : o, : .
_ The above paragraphs stated that job site evaluation is a highly desir-
able tool because of its realistic nature and because it does not have some .

~ of the technical problems that other assessment toels have. . The first part

"tains places where job sites tan be found. The second part provides in-

of this publication desgribes the' specific.uses of job sites and ways that .
the evaluator can-use job sites for planning client evaluation. It -alsq con-!

formation on hbw te’set up a job.site; the third tells how to evaluate the
client ‘on the job site. - The wage,and hour regulations are described and ex- o .
amples of jobs site evaluation forms are given.in the appendices.: .ot

* The evaluator who reads this’ publication must be aware that™4job sites, do

““require time and effort to develop and maintaim and that they mean dealing

with transportation problems, insurance, unions, wage and hour regulations, | I
etc. The purpose of this publicatiop is to provide the“evaluator who chooses =~ = '

" to use job site evaluation with procedures, ideas, and examples that will in-

sure the successful -use qf job sites. The result.will be an accurate method -
for assessing.client potential. Finally, it is hoped. that this publication

will help facilities to make job site” evaluation a part of their evaluation
process. Because each of the four evaluation techniques mentioned in the

first paragraph ‘meets different needs, each one should be part of the evalu- °
ation unit. * ¢ : . 2
| . - L S |
U S Karl F. Botterbusch, Ph.D. &
- May, 1978 ~
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The Usas and Types of Job Site Evaluation’ ‘ A : ' _-.”.

The use of job sites should be considered an integral part of the evalu-’

. ation process. Although a job;gigng%§gssment usually (see below for

. exceptions) occurs during the final Stages of evaluation, it still answers °
questions asked by the referfal source. . While it is not the intent of this
publication to present a detailed method for dealing with referral ‘source in-
forgation and developing a wnjtten evaluatiop plan,.a short description® is ~
necessary. Information gathered from all referral. sources, such as vocational

rehabiFitation counseélor. reports, medical records and, most impertant, the "
~ exact reasons why the client was referred to the -evaluation unit; are carefu]ﬁy
~ reviewed prior to the diagnostic (or intake) interview. During this inter-

- viewy.cleay objective reasons for evaiuation are tab1§shed;- These are-based
on the information needed.by the referral sourge and on the nee®s and desires
of the client. From the intake interview there emerges a set qf questions or

t- hypotheses that are to be-tested during the -entire evaluation process.> These

~ <can range from fairly concrete {i.e.,‘does the client have the ability to '
learn to become a-clerkatypist) to very general, (i.e.,.to expose the client -

to a wide variety of occupational information and actual jobs, sq that self-

. discovery can occur). Obviously, the more precise the referral questign, the
_more exact answer can be provided by the evaluator. These steps given alfove
are in agreement with the Commission o6n Accreditation of Rehabilitation Fa-

~ cilities (CARF, 1978) Standard 3.4.3.1.1.3:

-

‘Based on referral information, the 3nitial interview.and the 3
purpose(s) of the evaluation a specific written evaluation )
plan should be developed for each individual. Th¥s plan

- 1y

shall:- : , . A iy
a. -identify the question(s) to be answered through the . -
: y evaluation; . ' ST J :
. 'b. indicate how these questidns will be answered (what. . S

techniques  will be-used); . '« o R
. where appropriate, Specify persons (staff, family, etg. )
who will be involved in cJ}ryiﬂﬁ out the plan. There

should be evidence that these indiv{duals are aware of
their-role in cafrying out. this plan ) )

d. ?e per;odically reviewed and modi fted as'nebéssary. N
(p. 28 \ '

————— o

.

) C. : . . R coe .
(o After the-plan has been developed by the evaluator and client, the actual
-+ evaluation can begin.. Here the evaluatﬁr has the use of .a host of work sa-

pJes,,psycho[pgicaT teésts, and situational assessment environments. If the
evaTuator dedides to use'a job site evaluation, he must first give the rea-
~son(s) :(see below) and then select the actual job'site. To.be fair to the
: ~ client as well as to the emptoyer, the evaluator must carefully match the cli-
— ~¢i”eﬂtis«needs—w%th—the¢35e£%f%e—§eb~'ite(s);an9s;-evaluatonSHWOuld not choose -
' " to risk the loss of a-job site or to place the client in a situation whete the

physical or amotional .risk.to the ¢lient is too great: While tWis may be con-
- sidered overly conservative, this writer believes that in moi}/qases'it is the

‘




- is ready and
. eva]uat1on cdnnot be overemphasized. If JOb site evaluation wou]d help the

as a good chance for success. This need for prior thorough

cliént, then the process Becomes one of giving the exact reason(s) and de-
fiq1ng the type of job site that best fits the evaluation plan. Afger the
job site has been selected and the evaluator has clearly defined the purpose

- of the job site, the evaluator adds ‘this inférmation to the evaluation plan,

giving the reasons for using this technique andghow this technique relates to

.- “the. referral questions asked at the’ bég1nn1ng of the evaluation.

There is one more important: con51derat1on If the client has a ghys1ca1e'

d1§§b111ty that necessitates modifications in the equipment,. tools, methods,

~ ‘etc., before he can perform the job,; then-these barriers should be eliminated

prior to actual placement of the client. The need for modificatiors may be

. based on prior use of the same job s1te, knowledge gained about the client -

during earlier phases of evaluation, and a careful study of the job site.
Although some additional changes may have to be made with the ¢lient présent
and even throughout the evaluation per1od, obv1ous and maJor changes should
be made in advance~r

In order tO\pPOV1dE'the eva]uator with a list of the spec1f1c reasons for

.using job site evaluation, the author has attempted to prepare a detailed out-

line of the major areas where.job site evaluation can be useful to the client
and the evaluator.  This outline *¢an be used first to decide if job site eval-
uation is necessary for a‘particular client and second to provide specific

hypotheses that need to be tested u31ng job sites. (Some of this out11ne is

- based on cpncepts presented by Bitter- [1967] and B'ly and Michael [1973]

1. Assessment of Work Performance (or can the cliént do the JOb) - The
most ‘common purpose of a job site evaluation is to determine if the client can
perform she job tasks$that are required of the successful entry level em-
ployee. The general assessment of work perfonpance may be d1V1ded into three

specific areas: (

a. General Work Sk1115 - To many readers job site evaluation is the

assessment of -how well the client performs on the job. Ability
to assemb1e small parts, ability to serve the pub11c, ability to
keep records, etc., can be determined. In assessing work char-
acteristics, it is not only important-to know that a client was -

or was not successful, but to what degree and on what. tasks. ¢ °

* Failure to perform adequately may be based on the inability to -
master one critical skill or it may result from a skill shortage
¥ in many areas (Dunn, 1973). The:evaluator must be aware of this

and be able to use the results to recommend jobs where a spec1f1c _

N task is not critical or to recommend tra1n1ng in this particular
¥ skill area. "¢ -~ o

. {
¢

. .b. Specific Performance -Potential - Some%1mes'a client may show the
potential~and.interest for a specific job that the facility °
e1ther does not have: (1) the eﬂﬁ?#ﬁ?ﬁrﬁneggequately evaluate

j | s L >

. evaluatqr s responSﬂb1?1ty to reduce the g&sk of failure to'a fairly season‘/5 NEE Y
" able level. The redsons given below. for the .uses of job sites should.be S

_ Zrefully studied and a. rationaly thoughtfid decision should be made as to
-whether- job site evaluat1on would be helpfuT to the client. Job site evalu- . .

L__T - —..—.ation-usually-occurs—at the end-of the. evaluat%on—?recess—when~the-eva%uator'"~—--
S~ has tporough:% assessed the clfent and is reasonably certain that the client ,

B
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the ¢lient for, or (2) the technical expertise for an evaluation.
‘) . _Obviously, every facility cannot have all the tools and equip-

ment nec%ssary‘to evaluate every complex job. While a facility

could have work samples dealing with engine repair, brake repair,

- -~ ~————and- tests| for-mechanical aptitudes—they-would not have 1ifts,
4 - electroni¢ diagnostic equipment,‘customer's cars that require
troubleshdpting, etc. ‘A job sitd evaluation at a garage would';
expose .theiclient to not ‘only this equipment, but also to prock=
dural aspeo@s.of the job such as obtaining parts, using.shop
manuals, keeping track of hours spent on each task, and road
testing. - There is a considerable difference between working with.
. a small engine in a carrell containing.detailed step-by-step
audiovisual instructions and troubleshooting a malfunctioning
_ . outboard or motorcycle. There is a second reason for using job
.= sites to evaluate specific performance potential. -Sonié jobs
. exist’ that the evaluator might not know well enough to accurately
.- assess the client on. There are, after all, over 25,000 jobs in

the .national economy and nobody can be expected to know all the
tasks and-skills required for each job. This is especjally true
if the client is being considered for a highly skilled gpsition.-

. | Under these.circumstances it is critical that the cdjent be eval-

. - uated by a person-who is an expert on“this job and &nows the job
demands. For assessing specific potential, a well-trained
worker or supervisor may make the best evaluator. 4: :

_¢. Specific Skill Testing = The f{rstlfﬁb types of performance as-

sessment would usually occur after the completion-of other phases

of the evaluation process; yhereas specific skill testing would
usually occur duting the beginning of the evaluation period.
This form of job site evaluation may be used for persons who have
been removed from the labor market for a-period of. time andywant
to return to.employment in their former positions. Here the
evaluation problem becomes a question of determining if the per-
son retains the skills he once had. For example, a person
discharged from an alcohol treatment.center who wants to,return
to his old job as a short order cook could be placed on a job °
site almost immediately upon entering the evaluation unit. If

" the person retains enoygh $kills to be successful ‘in the job site

evaluation, thgR thewevaluator can move to direct placement. If ¥

" ‘the person doe€isot, the evaluator should determine exact reasons
- for failure and go on from there to deVelop a different evalu-
ation plan. - T ~ '
2.'/Assessment of Work Behavior (or does the client have the necessary
behavioral skills) - This is one of the most important uses of job sites.
Here the evaluator and the supervisor can.observe the cltient's behaviors in,
many critical areas--interactign with co-workers, punctuality, performance,
reaction to prodiction demands, etc. Because the client is under the direct

“contrpl of the supervisor, this person will have much more opportunity to ob-

serve the client under.the conditions competitive employment than will the-
evaluator. ! The supervisor's observatians of the client and his impressions of
this behavior could be more realistic than those of the evaluatof who may be -
more tolérant (or intolerant) of ihappropriate work Wehavior. The .client may
possess all the prerequisite skills and knowledge necessdwy-10 perform the job
and may be capable of meeting thé specific demands but may still fail due to

- | . B 8 . .‘ ; | _! @
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pooyr work hab1ts or ‘poor soc1a1 sk1;Js These behav1ors must be. carefu]ly
 identified so that they can be corrected e1ther at the job site or in a work

adJustment program. LS . . _ . | . ‘

‘L

. 3. Assessment o% the Work Env1ronment (or can the client take it) - This 7
use of job site evaluation will help to determine if-the client can perform
under the physical. and.environmental demands that ate reqyxred Qn the job.’

The ¢lient may be able to perform the job tasks in the clean, qufet atmosphere
of an evaluation unit and may be able to demonstrate that he can reache 1ift o
50 pounds, or stoop. If, after based on a review of the <¢lient's medical hiss

" “tory, physical capacity tests, and assessment results the evaluator thinks

that the.client may have some problem in coping or adjusting to the phys1ca1

demands of a job, he could use a job site to determine.the client's actual: .
tolerance. - The ggnef’] work enV1ronment ‘may be broken down . into three xreas.

-

a. Phys1ca1 Demands - A]though evaluat}on redults prior to Job site ~ - §§§
acement would give information on general ‘physical capacities. B -
Ty - ahd even on specific capacities in relationship to certain work-' 2

sample tasks, the physical capacifies needed to perform on a: Hf“
specific job could beprecisely determined during job-site as- '
. sessment. For example, the Jjob-of. self-sevvice gasoline, station
 attendant is ‘described.in the Bictionary of Occupational Titles'
(DOT) as a-sedentary job. Yet on-a specific job site the ¢lient
! : may-be required to carty -and unpack cdses of oil and to move dis-
_plays of. products outside in the morning and back again at :
closing. . While most of the job tasks may be sedentary, certain
tasks require- 11ft1ng and bending. A job site'evaluation would
reveal the cltent’s physical qapac1ty to. perform these tasks over .
. a period of time. < K

?\\///577 Env1ronmentaﬂ Cond1t1ons - Most eva1Uat1on units lack methods for
assessing tolerance to dust, fumes, heat, cold, humidity, ete?

" Yet these are Tmportant c@ns1derat1ons on many jobs. Work sam-
ple results may reveal both the interest and the ability to * - - .
perform well on a job. unloading trucks and checking stock. ®ow- ~
ever, the constant change of temperature between inside and
outside, the dampness on many days, and “the exhaust fumes from .
the truck engines may not be to1erab1e,to a client w1th a respi-,
'Batory problem N \ '

“ c. Nork Tolerance - A c11ent may‘be ab]e to 11ft bend, carry, etc., :
only for a limited period of time or may only be able to tolerate X
certain environment for a few hours. Job site evaluation can
. D 'used to build work tolerance. However, this must be done with
h xtreme caution. The client with a low back injury may need to .
et e ‘able ta:sit in one pgsition for two and a half hours before he - '
can be employed as an electronics inspector; the evaluator shoul\y
attempt to dévelop this tolerance only after -obtaining phys1-
cian's advice and hmklhg certain that the client will net push
himself further than 1s prudent. Emotional as well as physita]
tolerance will often nepdito be built up. A tlient'with good”
.work skills and behav1ors fay. not be able to be employed as a .
file clerk becaUS ‘the- pa of sthe. job is too emotiopally demand-
ing. Emotional ¥ erange/, 1d bg increased by-'usin methods -
.ana]ogous to phys1 { -t 1er ce By start1ng the cllent out for
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a few hours per day on simple tasks and gradually increasing the
complexity of these tasks, the speed in which they must be per- -
~ formed, as well as the humber of hours fn the work day, the *
luator could assess any-increases in the client's emotional-
tolerance to perform gﬁder competitive conditions. . SR

b Y s

4. Assessment of the S&1f (oF how to get the client to «know himself) -
The above three general aveas provide the evaluator, and, hopefully, the client
with fairly objective information. The client can perform the tasks required . .
of a power sewing m¥chine operator; the client js always on.time; the client - . e
can work in a noisy, duSty environment. The client obviously géts.to know '
himself as a result of these uses of job site evaluation. Job site evaluation
also provides the client with other opportunities--to give the client infor-

~ mation for decision making, to explore needs and interests in. relation to a

~specific j®b or career, and to, test the reality of a job choice by succeeding,

. .+ or failing. These-factors are less easily measured, but nonetheless are im- \

- - .portant. 4 . \ S - T e T T T T

‘e a: Orientation to Real Work - Some ¢ljents have had very little ori-
. ' entation to "real work." This is especially true of younger
' - persons and/of.persons who have been in institutions for long
periods of time. One way of expanding the client's limitéd con- \
i cepts of the work environment and of what work habits are . (
‘required is through job site evaluation. When used in this way :
;L ' the job site serves not so much as an evaluation of skills, but-
' as a teaching and awareness technique. Although the major reason
for the placement on the job site may be orientation, it could
“also serve more than one purpose if the site was one that the
client was interested in and had potential to perform well.’ .
While it may not be ‘cdnsidered strictly job site evaluation, the -
client needing orientation to work could bé placed ogiseyera1 job
sites for short periods of time rather than gﬁé;;e site for sev-

-~ . eral weeks. g .
, -~ b. Vocational Interest - This use is related.to the orientation-to-
R ’ Yeal-work described above. During the evaluation -process, it is _
Q- . not uncommon for a cliept to obtain occupational informatios - . &
. : about many jobs that he has never even heard of before. When
interest in a previously unfamiliar or unknown job is combined. .
with the person's ability to learn and perform that job, then the
. evaluator has a potential placement. However, itasould best’ )
- -+ to determine the client's real interest in the job. Some occupa- -
tional information only emphasizes the positive aspects of the _
job, and much is based on ‘generalizgd descriptions of jobs that
LY ‘may vary significantly from company to company. In cases where
‘ a fi etermination of interest is the critical unknown in_the
cT¥ént's evaluation, a job site could be used. Of course, this .

deferminationgof interest should also be combined with a more -
: ‘0objective assessment of client abi]itigs. .
Yo ' o i . g : : .
* c. Reality Testing = Thisis perhaps the most difficult and sensi-
. tive use of the job site situation. An evalua$er may have a .
. client who is determined to enter a particular job in spite of o
J all .indications that the client may not be successful. He most Lt

. ; -+ likely will.fatl miserab]y because of lack of, $kills, severg S _
”. - - : . . ’ . % h "._ ' I,/» ‘
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behavior problems, or for a combination of reasons.# If the eval-
_ - uator is not able to convince the cliemt that his choice is '
. - -dlmost certainly unrealistic, then the evaluator 'may place the -
- client ®n the JOb site know1ng that ‘the client will probably’ ..
fail. The hope is that by ‘experiencing failure the client w#ll -
gain. insight and begin to think in.terms of more realistic goals.
This yse of a job site is samewhat drastic and=is the converse of
other uses of job sites in which the client has been selected
because of a high probabi?ity of success. Because the client is
.expected to fail, this requires a very understandirg-and positive
. -, relationship w1th the employer. In other words, the evaluator . .
g ' .+ -must be able to exp1a1n that the client most 11ke1y will not make
"~ a good fry cook and that before the client can“progress to a more
. -rea¥istic goal 'he. must be convinced that being a fry cook.'is not
thé ideal job. - Of-.course,. if the client does prove to be ‘suc-
cessful on the job site,, then the evaluator should think. about
revising his own deC1s1on maRing process white the client de-”

e - -serves—the-crédit Far'havrng—been*rfght—aiT“&Tcng”““The po1nt is
ﬂ L that sometimes this-type of rather harsh rea11ty testing isv

‘ét . & nécessary before further progress 1n the c11ent S rehab111tat1on

. ‘ : cangbe made. , _ _
. * 5. Assessment of Job Seek1gg Skills (or can the c11entgget hired on his
. own) ~ In some job.sites the.client goes through the same formal application

. procedures of a regular job applicant. If this can be done realistically, it
provides the £ljent with a valuable. experience in calling the company, makinyg
an appointment, completing an apphcatwn, and being-interviewed. &eedback
obtained from personnel officials, a review of the application, and discus-
sions with the c11ent will prQV1de the evaluator with a good source of data ,/)z’“"
on the client's'job seeking skills. For facilities having formal job seeking ' .
skills training, this method could be incorporated as a program evaluation
technique. Assessment of job seek1ng sk111s could be evaluated alone or -as
tge first step in‘using a job site for one or more of the pugposes 11sted
a ove A

. - - -
’
- N - .

The. above ct1ons have attempted to give most of the uses for JOb site ‘
evalgation and provide the evaluator with a few common examples. It must /
be- el sized that the cTient may be referred to @ job site for more than one
reaso A cljent may have his job seeking skills assessed and then be "hired"
because. the evaiuator wants to-observe his work behaviors and-his reac&ion -to
the physical demands of the job. Another client could be evaluated on the
same job site in‘ordér to determine interest while testing for general work

> characteristics. The point is that the uses of job sites are many and that

the evaluato® must be able to give the reason(s) for using job site evaluation .
as part of the c11ent s individuatized evaluation plan. 7 ‘i:

”»

L | Not only are there several uses of Jjob sites but several types as well,

The type of job site selected for the client should be based upon the needs }
of that client -and how these needs are interpreted through the. evaluation S
plan. The types of job sites that may be developed by the evaluator are as
endless as the jobs 1rf)ﬁe national economy and the evaluator's creativity.
There are six types of job sites.outlined below. Jhis list is intended to
provide the evaluator with some examples; the inventive evaluator will be * .-

‘able to_think of other job sites or workable combinatidns of these ‘examples:
L { * N ’

*l“l ’ . - ) o
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~ 1. Full-time Job ‘in Competitive Employment - We usually think of -job
- _site evaluation as trying out the.CTTeQQSon a full-time job in competitive
employment. . Here the general strategy is to have an employer keep one of
more positions open for client ewluation. Many of ‘these positions will be
“"helper® jobs where the client assisys a higher skilled regular employee per-
. form his job tasks. Many such positions are commonly found in.the con- '

. struction (e.g., mason helper, carpenter helper) and'service 4industries .- ¥ -
- .- (e.q., kitchen helper, nursing aide). -The majority of job site.evaluations
/ place the client-on a full-time job for two or three weeks. This s espe~

cially true if the client is being evaluated for specific work ski]]snand/or'
‘for work behavidr. -It should be emphasized that the job site exists for the

: -needs of the.client and that clients should never simply be assigned to a’

_* Jjob site simply because the employer needs an.-extra cook's helper that wegk{”l

. A

2. Part-time Job in Cbmpetitive Empﬁoyment - In s}tuations'whére.the',

c}ient.mm§1ﬁﬂ%be~éﬁh}4xy4uu*;a—£ull_eightghnuns4iwhereixh§n§_is a shosMage
_ of job sites.or where job site'evaluation is.part of another ongoing.program, *
_a part-time job site may be used. Part-time-job sites could be used to build ~
work tolerace in a client before changing to-full-time position. Part-time
e ~job sites would also be useful where the plan is to assess vpcational
"*_ interest--maybe four hours of standing behihd a steam table. is sufficient to
convince a person that they are no Tonger interested-in res aurant work. :
Some programs use part-time job site evaluation concurrently with other treat- f*w-\\\‘
ments such'as literacy- training, job seeking skills, and community living N
skills. In such El)rograms the client may be ' completing his vocational eval- ' 9.
uation while developing job skills at-the same time--a prdctical solution for L
. " - ‘the facility that wants to use job site evaluation but can only keep,ai|ltent e
o for a relatively short time. . . : ) : - '

- 7

3. Group Placement i Competitive Employment - Sometimes rather than

make individual placements, an entire group of clients is placed-on a single r&

job, usually with a professional staff member acting as their supervisor. Lo

There are seweral reasons why facilgties may use a group placement approach. -

First, because the group is usually supervised by a staff person, what extra

time and effort that would be required by regular management would be’elim--

jnated. Second, in areas where the constant _“turnover" of persons on the joh
. site presents problems for the employer, a set number of job sites under "out? °

side" supervision may eliminate the problem. The evaluator is freg to make .
changes without consulting management -and management js free from the problems ¢
of constantly having to deal with a different client. Third, because of their .
_training and experience in working with clients, the.evaluator or workshop
‘supervisor may be more gapable of conducting the assessment of the client than

the industrial foreman. One example of group p ment is a facility that

holds a .contract for repairing pallets. _Initially the pallets were shipped

to the facility where they were repaired and’ then shipped back“to the company.

In order to reduce turnaround time and shipping costs, the fa®¥ ity negotiated

with the company to‘'set up thetpallet repair operation.in the company. The
facility provided = supervisor and five workers for the operation. The area

was used both for job site evaluation and for basic skill training. Thus ,

while the clients were in the same physical environment’ they were supervised

by an employee of the rehabilitation facility. A-second example is of a. .

large sheltered workshop that uses a company cafeteria for assessment and .
training. Here the wgrkshop evaluates and trains clients in dishvashing, .
N\ - busing, and foed serving. The company pays the facility for this service.
: -The facility in turn pays the salary of the-workshonifgpervisor and the -

et . : ~ . S o SO '
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“.i, . cT1ents under the appropr1ate-wage and hour regulat1ons In both of these ;
N " situations the rehabilitation agency has more frdedom-in 5chedu11ng and has a . -&1

qua11f1ed evaiuator to assess. and tna)nnc11ents

-
~

o Theyadvantages of group g]acement are. descr1bed above The major d1sad- '
-vantage is .that by providing the client with & supervisor who is an emp]oyee
_of~the facility- and with* fellow clients as co-workers, much’ of the realistic .
Lo “socia) atmosphere: of. compet1t1ve employment 1s-ﬁost Often only the phys1cal“
P envmronment remaﬂns nea] A g ﬂb - S S~
R _ T T A . . ST
L o ,,‘ o A Inst1tut1onal Nork Stations ~ For eva]uators work1ﬁg n 1arge ﬁns%i— .
Lol tuttons Mere is always the:possibiTity. of conducting job sité.evaluation .
LAt - within the’ 1nst1tut1on "Almost all large institutions have ma‘intenance .Shops .~
: -ﬁ-. - oladndries, food serv1ce 3tcount1hg; dup11cat1ng, and messenger service.” In
R the-past manyslarge 1nst7tutnons -have been alnbst self-contained communities ) s
20y -7 7 with iost Of .the .servjces ‘that ¢buld have been found in a small town. .The ad- = ...
- .. vantages of these job Sités are obvidus: (1).because they are within. the ° o
" same administwation strycture’as- the evaluation unit it shoyld be easiér to « = - |
 obtain cooperation than with,a, similar job in compet1t1Ve industry; (2) many’ ~ . ¢
. institutions have a tradition of using c¢lient labof as a routin® method of ~
keeping the institutioh operat1ng ‘The major problem with.using institutional
work stations is that they are nqt always a realtst1c ‘environment. After all,
, » - most supervisors in an institution are there because. they care about. people
., - and this care cah cloud their judgment about the client's real ability to
K perform on the job (Bly -and Michael, 1973). A]so, the job station -within -the
S institution may not ref]ect the same cond1t1ons that exist in competit1ve<§‘“,.f
RS emp1oyment Lo . e - . - .

A

_ ‘5. Jobs’ w1th1n the FaC111ty - In selecting Job s1tes. the. eva]uator : S
. should not overlook the fact‘that the facility also has people who are com--
. Ppétitively employed. -The file clerks, receptionist, switchboard operator,
““ e 7 .cooks, and para-professional rehabilitation workers are a]l*pos1t1ons that .
.Y the fac:]ity hires and pays competitive wages. Since’ real jobs exist within '
LY the facility, it is-also possible to conduct job site evaluation within the
ii fac111ty However, the evaluator has the obligation to make certain that the
client is assessed accdrding to the same standards set for regular employeés.
A“client who wants to become<a switchboard operator could be evaluated on a
sreal JOb without having to leavé the facility. The major problem with-these \/2-
“jobs' is that the supervisor mdy be sympathetic to th@ needs of the client to .
such a degree that it may bias their Judgment -of the client's. ab111ty, work
behavwors -and. other. factors , .
; 6. Fac111ty Owned ‘Business- - In order to prov1de lTong term' she]tered
empioyment, as well as training, evaluation, and work adjustment services,
. some facilities have started or purchased the1r own businesses. These busi-
) nesses can serve as job evaluation sites. Often facilities.have entered the
< service -intdustry by contracting to perform custodial,work in office buildings
and lawn and garden work on a contract bas1s for pr1vate homes as well as
pubT1c buildings. A med1um Size faCJ]lty in a rural area of the midwest pas
fecently bought out a lamp compahy and is manufacturing these products..
Places where facilities own théir own businesses have the obligation that the
-assembly tine, work station design, etc.,. remain,exactly'as they did when the
business was a private praiﬁt mak1ng corporation. If this does not_ happen,: "
then the jobsibecome 1ike those in a sheltered emp]oyment and job site evalu-
at1on becomes a s1tuat1ona1 assessment. t :
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g i Six types of job sites have been listed above;.once agaih, these are not
" . the -only methods of assessing a c¢lient under-compet;;ﬁve conditions. ‘In.se- -
’ lecting any job Sit% the critical questiens are: i§ the client .being evaluated -
on 2 jbb that is filled by persons whd are competitively employed, and while
R he.is on that job is he being assessed-and judged by the Same set of standards
‘ that would apply to any mew®employee. A o S

' —_ *

.+ . -~ The uses of job sites and . the types of job &jtes .may. be- combined into.a
form that can help the evaluator plan for' a job site -evalua¥ion, Figure 1 -
presents_an example of Such a form--the Job Site Evaluation Planning Form. -
The first ling contains the client's and evaluator's names. Line two gives *:

. the job site as well as the dates and times of evaluation. To .prevent pgs- .
~ "sible confusion with~other jobs, the “job site assigned-to'y should use the - ‘

DOT. job, title and the-appropriate code. The next line co@ains the job site f_,;" ‘

supervisor (the gontact person and the person who will most likely help assess
the client) and his telephone number. &e fourth line contains.a brief de-

_scription-of the job site: Here information &bout the job-site (i.e., full or . .
part-time, industrial, or in-facility) is given. . R :

 The remainder of the form is divided into twb columns which relate the *
use of job sites to the evaluation plan. ‘The first column asks what informa-
tion is needed. 'Here the evaluator goes over the reasons given for job site
evaluation and .translates these reasons into questions or_problems. that have
not been answered. The second column asks why, this information‘is needed.’

{ This keeps the evaluator in touch with the’referral_questioq(s) and the ques-

4 tions asked in. the evaluation plan. The intent of this form is to keep the

client and evaluator aware of the needs of the client and how these needs are -
expressed through the use of the evaluation plan.’ ‘ L A

-iFigure 2- presents an ggampié of this form used for the job site of a Jan-
custodian. Notice tha

— - itor I (382.884) or. custodi: hat_in developing the reason for:the
‘ - ‘use of the job site, the -evaluator had four specific types of information that

v -(2) asséssment ofs work behavior, - (3)- environmental.conditions, and (4) assess=
ment of job seeking skills. (The check marks in the Teft margin indicate what
. is to be assessed.)’ The,reagon why each type of information is needeq is
. briefly given in thg secord column. This information is g}timateTy related to
* - “sthe referral questions and. the .questions on the évaldatio ~plan. R
~ This section has attempted to give some very precise'%eaions.for and ex-
amples of -the different uses of job site evaluation as well as some of the .
- different types of job sitaes.  The use of job site evaluation must not be
. _ separatea from the evaluation plan; and this must ultimately rest with the
referral questions. The form given in Figure 1'and the example in Figure 2 .
‘are intended to provide evaluators with a tool for relating job site evalua- h
~tion to the rest of the evaluation process. . ° " I

- S . “
. .

were needed to compTete the evaluation plan: (1) specific skill testing, " S



V " Job Site Evaluation Planning Form S
- Client's Name_ -~ "~ - -, Evaluator___ L : | .
’ Job 'Sjte Assigned to: . ! '; ] Date_s-'.'&-ijes,o‘f Evalua'tiém-. s '
o SR T —, -
Job Site Superv1sor . .. i T ephone-Np.;, ¢ , )
_Brief Descmpt'mn of wpe of Job site R SR -;f. o
\ N . .
: ‘What Information 1s Needed ., T Why ‘is This Informéﬁon Needed
; 1. A:\*s'séssmerit_ of Nork._'Perfdrma‘n'c.le B y . _'1-' |
S genera] work ._sk'ﬂ]s . o . ' N
b. specific performance potential | = 4 ,
o c. spec1f1c skill testing . . ’
v‘é!' A"ssessment of Ffork Behavwr ' - =~ ) .
3. \ Assessment of Work Enviromery
a. physma] demands - S
. b. envﬂwompe_anta]_ corgﬁtion_s ) . R
g c. work tolera hces i
.- 4. Assessment bf Self K
3 a. orientation to real work ‘ oo
S ‘b.. vocational intefest . .
“c. reality testing _ | ’
* 5. _. Assessment of Job Seeking Skills .
’ t i
: Figure 1: Job Site Eva]u'at;'on'Plann.ing Form ‘ ’
o ;" v . ‘ ) 14-' - ~ ’
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to. ' - Job Site Evaluation .Ple:nping Form

’C'i'ien-tfs Name__ Pauf Lewds . Eva]uator'. Kchen 0560“ _~

~Job_Site Assigned to: Jam,ton 1 (382 884)Dates &'ﬁmes of Evaluatwn 4/10/78 - "

. R _ . L
LT R .. 4/20/78 8:00.a.m. 430pm“ Cors T

- . n -

-~

)

. Job S1te SuperV1sor-;-" John anef,& ; : Te]ephone No. 232 1769 |

Br‘ief Descmptwn of Type of Job S1te 6uu mme two week eua.mmon An a” |

Larnge dowwtowu oﬁﬁme budd&ng——a&qmd f:o utmlz with another. cuétodmn

~ . o

T
What Inforn)atioh is Needed . - .Nhy is Th1s Information Needed
1. Assessment of 'work-- Perfohnance" | te. Puon to being mmmmnazued o -
| L g client was employed as a fanitor.
a. general work: skﬂ]s :  He wants to retwin to this type of
_ | ' - work. See if hé has-retained
b. spec1f1c performancg potenha] | enough. skills s0 thdt netraining

: . WELE noi be necusa&y
e spec1f1c skill tes-tmg :
. Stated p/w.ﬁ enence aon woniugi alore

"“’W‘Tﬁm ‘ - e
ssessmen mm‘””" o Se e if client: can “pergorm on a day- _ ’
S 3 Assessment of Work Envwoment -m“gnﬁﬁ 4. Am?m‘ interper- ‘ "
.a. physical demands - < | 3b.. Med.ical nepow List ‘some necent oo
C Co oo T mikd aklergy to'dust. Check to |
) LT en\ﬁromenta] conditions {1 see if thegguent can tolenate dust,
s - . RS ete., on /thu; jOb §or an § hour day

c. work tolerances , : 2

:

4. Assessment of Self

>~

a. or1entat1on to real work R B .. “

b. .vocational mterest S .

E. cpient compze,ted 5mwxy job Aeek/cng

L&. Assessment of ‘Job Seeking Skills - shills; see if he can perform in
' ' ' . Antenview, complete apchca,tcon, and °
expfness self ornally.

. reality testinhg

P .

o® .

- .
Figure .2: ' Job Site Evaluation Planning Form for, Janitor I ~
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" -Steps in Establishing Job Sites .’

-~

. . > .
+, "Decide Where to
* S

Establish Job Sttes . - .-

o ' *. L ] 'S'

“« < a_ " The-first step is to decide where the facility wants or needs to eftaly- .~
o - "lish a specific job site. Prior to making this decision, accurate informaflion = ¢

T - needegfgﬁfthe local labor market and type of client population served. Llo-- . °
s ° -ca] labor7market information is necessary to establish the business patterns: ' .

- o - of *the community--its major industries, emfloyment trends, uhempioynént rate,

etc: This basic:data-can be- obtaingd from compunity job surveys, information. -+ - °

: .obtained from the local or state Job Service (i.e., Employment Service), man-. P
+» - ufacturers directories, Chamber of Lommerce information, and personal contacts.
A1l sources of information should be compiled into a basic document giving the ,*

‘location, the type, and the number of jobs within the community. ~In theory,
job sites 'should be available for all areas of the lo¢al labor market. Thus,
an evaluation unit in a community with a large number of industries making
electrical goods and equipment or in food processing should have job sifes in.
these areas. -All geographic areas should have job sites.in service industries - }

such as restaurant, hotel and motel, automobile service, and custodial.

- A second consideration. is the.type of client population served by the
facility. Some evaluation units serve clients with all types of mental, phys-
ical, psychological, and cultural disabilities. A facility dealing with many
types of disabled persons would generally need to have job sites .covering the

- entire range of occupational areas and skill levels within these areas.
- Whereas, a facility providing services to a single disability group could
. safely limit their job. site areas. For example, a facility serving only men- _
. ,_jtally.retanded»clientswcouldwnealjstiéal}y~av04d~eva1uat+ons~on*jub3'réquirihg“““‘*““‘T
- high degrees of academic skills. * o Cn - a -

: Information gathered, about the local job market and the ‘type of client
_ served sets the 1imits for establishing job sites. Decisions based on these
T ‘limits. will most 1ikely be a mixture of objective and subjective facts .and -
| “impressions, and will most certainly. represent the evaluation philosophy of
- the facility. While each facility stdff must decide on what specific job
o sites to pursue, several géneral recommendations” for deciding where to attempt
o a job site must be made. o
- | The' first recommendation is to organize potential job S¥tes into §imilar
- occupational groups. This can be done on a very formal basis using.the Oc-
" cupational Groups Arrangements and/or the Data-People-Things hierarchies of
the Dictionary of Occupational Titles, other formal classification systems,
‘or a homemade’ classification system that fits the needs of the facility, the
clients, and the local job market.. A facility may want to establish a job
~ site in several industries having sedentary, routine assembly jobs. Although
- there may be several manufacturers that fit this description, one has proven
hostile to:previdous placement attempts, another is.plagued by labor-managemerit
problems, while a third is five miles from the closest public transportation.
Thus, while it would be ideal to have job sites at each plant, the facility,
~after classifying the jobs, may decide to contact only one or two plants. By . .
~ organizing jobs into a ratjonal system, the results of an evaluation at one

job site can be generalized to other similar jobs.'

16 o
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xL The second recommend§t1on is to empha31ze d1ve§s1ty in the- cho1ce of job « f
s\tes.

To ‘the degree possible, job sites should be representative of the:
.jobs available witin the’ commun1ty Not all JOb site evaluations should be

» conducted.at the local gas station or in the housekeeping section of a hotel.
- Because clients have a wide variety of job qgeds, the facility needS a wide,
"range of job sites. Some job:sites may be easier to obtain than others?

However, for a facility to have 15 custodial job site3 and none in the ‘con-.

—structionr indust™y severely limits the client®s evaTuation. This diversity *

should be selectivedand based on the community job structure and'not simply.
on the ease of gett1ng a client .in the emp]oyer s door.- .

: The third. recommendat1on expands on the t’ es of JOb sites d1scussed
earlier in thds -publication. The evaluator 'shdbuld be flexible in his th1nk-.
_ing'df‘what.constitutesja job in competitive emp]oyment and, if necessary, be
able to find situations where .a compromise’ can be reached. If an employer
will not conmsider a full-time job site, ask for a part-time job site. Offer
to provide the basic client training and orientation yourself. Suggest the,
possibility of in-plant subcontracting and if all else fails mention coopera-
tion through: the use of a job sample. - In other words, try to see things from
the employer' s point qf view and be willing to comprom1se to some extent.

In summary, prior to contacting emp]o}trs about- estab11sh1ng job sites, g

" the evaluator must-know-the local labor market and the client.population the

facility serves. Next, he should select the job. sites based.on the recommen-
dations given above. Th1s careful planning and organization shpu]d pay off
in the number ‘and variety of job sites that are obtalned

”‘ StrategieS’for Contacting Employers

Probab]y the most difficult single step in.setting up a. Jjob 31te evalya- - -

tion program is to get employers to provide the job sites. When establishing

‘contact the evaluator should mention the major advantage for the employer of

having a pool of qualified emp]oyees to draw from for future openings. This
reason should be emphasized in 11ght of recent federal regulations on discrim-
ination against the handicapped and on.affirmative action programs for the
hand1capped A thorough description of these regulations (i.e., Section 503,
found in 41 Code of Federal.Regulations, Sections 60-741-60-741.28 and Sec-
tion 504, found in.45 Code of Federal Regulat1ons Sections 84.61 and 84.7)
can be- found in Amicus, Vol. 2, No. 5, Sept. 1977.* These 504 regulations

are a very strong selling po1nt“to compan1es having federal contracts. - In ad-
dition to the two chief advantages given above, the facility can reduce the

emp1oyer s bBurden by tak1ng care of all of the paper .work involved in payments ‘

to clients and employer, insurance, etc. Contacting employers is an art that
requirés good public relations and excellent tgteggersonal skills. Althbugh

there are no-hard-and-f¥st rules for contact, Gree (1973 offers the follow-
ing adv1ce prior to making the 1n1t1a1 contact :

1

B |

*Available from: Nat1ona1 Center for Law and the Hand1capped Inc., 1235
North Eddy Street South Bend, Indwana 46617 ' -

. U o g
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Before tha 1n1tia1 contact is made with a potent1a1 ‘employer,
the business functions, types of persons hired, work- stat1ons,
,and work ass1gnments shou]d be identif1ed ’
?év The counse]or should be able- to d1scuss areas where the c11en&
" could "fit in" with a minimum of disruption to the business,

‘and-a maximum of.evaluative Surveillance. The best situation

- .is where an employee has many minor. assjgnments to do which
are re]ated to the field of work in which the client wilT be
"evaluated. - Some areas of this nature™are machinist,. cler1ca1
supervisor, assembly line superV1sor, mechanics, .chief jani-
tor, plumber, eléectrician,, etc. ‘A1l of thesg” posit1ons have

_ other areas of- respons1b111ty and in most cases provide a "
range of job ass1gnments for evaluation. The Job ass1gnments _
a]so have- easy trans1t1ona1 capab111t1es

An emp]oyer becomes much more receptive to ‘a work site pro-.
“posal if you are aware of his- bus1ness functions.

.

*

" Research of the work'site must include 1dent1f1cat1on of the .
representing union. Most stewards or union personnel will.
not be adverse to establishment of a short term evaluation
‘program if they are involved from the program beginning. .
(pp. 8-9) - . T | AN

Each eva]uator or facility representative must use the approach - that appears
to fit with’ the needs 6f~the evaluation unit, the demands of the employer,

and the ‘general relationship between the fac1lity and the local business com--

munity. The following methods of contact1ng emp1qyers have been suggested:

-

W
1. Contact Service 0rggn1zat10ns - Lions, Rotary, Chamberfbf Commerce,

' and local-manufacturers organizations may provide a forum to e F@ss your

need. The facility director, chairman of the board of d1rector or simitar.
person, could address these groups gpd’éxp1a1n the reason for evaluation. in
simple terms and attempt to obtain cooperation.” In making these presenta-
t1ons, the concept of job site evaluation must be clearly specified so that
ff is not. confused with the emp]oyment or the tra1n1ng of disabled persons.

S1mp1y explain the need and give the rationale in terms of realistic assess-"

- . ment for future competitive employment, If the potent1a1 emp]oyer appears
1nterested make arrangements for a fo]]ow-up visit.

Z." Business Where Clients Have Been Placed - Emp]oyers who have hired ~
handicapped persons may be another good lead. . These persons should be fa-
miliar, to some extent, with the problems of disabled individyals and are-
most 1ikely aware that handicapped employees make very good workKers. Once-,

again, the difference betdeen evaluation and employment should be made c]ear.

Whije some businesses-are more active*in working with handicapped citizens
than others, it'%s also a good po]1cy not. to overload the recept1ve employer

 with too many requests at one time.

3. Business Where the Facility Has Subcgntracts - If the facility:does
subcontracting and has acquired a reputatich Tor providing -good quality work
and for meetigg deadlines, then the.evaluator may be able to use the good im-
pression of gs facility as a point for establishing a contact: If the. '

employer has a long h1story of prov1d1ng regular contracts to the fac111ty,

- _ :
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it 4s possible that the evaluator can develop a.group evaluation site within’
the industry itself. . This could, benefit the employer by, reducing transpor-
' tation costs ‘and tutnaround time. Having extra workers available within the
" industry ¢duld provide .a back-up for some "helper-type" jobs. ~On most group
~ placements (this includes evaluation alsg); the facility prbvides for the _
supervision of ,the clients and -handles .puch or all %f the paper work connec-
—»  ted with wages and insurance. If this approath i tried, the evaluator must
," 'be certain to separate evaluation from contract wirk done outside the rehabil-
. jtation facility. -There are different wage arfd h ur and insurance regulations
" fbf_éach'and,these must-be fo]]owed‘(see:Appen ix A for a complete discussion). .
" ~~. 7 4. Businesses With High:TurnoversRates - For many reasons_(ezgf, low
N pdys- routine work, lack 6f advancement oppartunities) some businesses-always
.~ " . seem to have the "help wanted" sign out. Although *h&.evaluator must find-
 out the reasons for this and avoid putting his client in a potentially harmful
“situation, these businesses may be useful job evaluation sites. Here the
evaluator can sell the employer on the fact that.a successful job site ewalu- -
., ation may lead to a future employee in a hard-to=fill job.' The evaluator -
« should emphasize that handicapped workers are usually nat "job hoppers,"” are’
‘ot accident prone, and have good attendance records. ' S

5. Contact Businesses Where Job Sites Are Needed - A?ter the evaluator
is aware of the community- job market, he may simply pick up the telephone or
make personal visits to companies where he wants to establish a job site. In
doing this he should be extremely well prepared having previously obtained in-
formation about the company from manufacturers directories, Chamber of

~ Commerce data, etc.'. The evaluator should have a good idea of the type of job
" site that he meeds and, most important, be able to.explain why he needs it in
terms the businessman can understand., He could provide information on other

businesses that.are cooperating and suggest that the holder of the prospective
job site contact these persons for their reactions.” Eyen if he is not suc-
o cessful’ in establishing a job site, the evaluator has made at least one more
company awareg of the needs of the disabled and the responsibility of -the pub-
1i¢ to assist in rehabilitation. - .

- 6. Agency Board of Directors - Most private rehabilitation facilities
have a board of directors that represents different power groups within the
entire community, ingluding members from the business community. ~Another
possible mgthod is to)use *his board~to assist in contacting employers and
to enlist the aid of other community groups. wDepending upon the composition

. of the board, the evaluator may have at his hands a group of persons who can
" influence a wide variety of persons-and businesses. In making a preséntation
to this group, the evaluatar must be well organized, have his goals*“in mind

and, mest critical, have the. full support of the facility administration.
. > - . by . . . .

7. Use Media - Most radio, television, and newspapers will carry public’
service announcements. The use of media to reach a wide segment of the com-
munity is often possible and .can be used to maké a straight appeal.for job
sites. Possibly a better appreath-is to get the 1ocal newspaper or television
s¥ation to do a feature on your job site evaluation program in particular, or
your evaluation unit in general. If the facility is launching a job site
evaluation program, it might be wise to include a general description of the

‘_ program goals, examples of other agencies that have successfully used this

- approach, endorsements from .community leaders and, finally, whom to contact.
If the media exposure does not result in any job sites, it makes persons aware
that the facility is attempting to be innovative in their approach.

t
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' buSiness-such as a Service

Establishing the Job Site: © .-

- employers for the actual establishment of the job 'site. The first

y -

1973) have warned that many evaluators N§htety
panies when attempting to Fstaﬁligh Job sTte The selection of a.small
station, car-'wash, ™tail stare, etect, has many
advantages. Fiypst, because the job structure . is not likely to be too rigid,
a’client could be’easily."fitted into" a useful job. Second, because he is
‘dealing with asingle empToyer rather. than a personnel office- and several -
supervisors, the”evaluator may have a much better  chance at .selling the em= |
ployer. Third, small businesses often result in close supervision of the,
client; this can provide the evaluator with immediate feedback if things are’
not going right. .Fidally, small businesses are less 1ikely to be unionized,
and this etiminates a,potep;ialapcgblem. - SR u:,‘ -

-

. After the cohpaﬁy'has been contacted and has égreéd to discuss the poss%-
job si%e evaluatfon, the evaluator must next make his

bility of establishing a j _
-initial visit to the employer. JGreen (1973) lists several steps 1ngcont5cting
hree of

.thise_apg; - o T
i 1. - Contact -employer by phone, request a time to meet with
h‘fm.-' - - : ' S : '
& | . | | -
2. Send a letter of commitment and confirmation when time
~ - - "is established. '

3. Set up separatg,apgointments on same gayfwith union

. .
L

3 145032408 —- . 3 i £ v |
‘S‘Eewa‘:“d, FH—unien—is—involved: \pP. 9] . ¢,

Prior to this méeting tHe eva]uator shou]d.have a specific job fn mind.éndfbe
ready to discuss. this with the employer. However, Ke should also be flexible

- and open’ to different job sites and be prepared to charigé his original job
-evaluation site. The evaluator should also be able to explain -exactly what -

he hopes to accomplish through use of the job site and be willing to discuss
procedures with the employer. that will reduce any inconvenience caused by’ the
job site. Next, the evaluator should tour the business and obtain detailed
vinformation on-the particular job site. This information can be obtained
from several sources: (1) company job descriptions, {2) company job, or. task
analysis, (3) other descriptive material, or (4) a job analysis conducted by
the evaluator, If the evaluator conducts the job analysis; it can_be simple

- or detailed.depending upon. the evaluator's familiarity with the joby .thé:

complexity of the job, and the amount of existing information on the job.

The ideal s'ituation is to have the evaluator condiict a detailed job anal-
ysis- of the job site. There are several reasons for this: (1) by defining
the exact job that the client-will be doing and by defining. the working condi-
tions, thé job analysis can be used to develop the form(s) necessary for -
assessment; (2) if the client can't perform the job, the analysis will help
to identify exactly which tasks he was not <apable of performing and possibly
give the reason.why; (3) the results of the job analysis can be used as a -

basis for the *developmeqt of occupational information. Such data can be used _

_to _inform clients about the job site and aid .in their choice of a particular
‘job site; and (4) the job analysis may bring to 1¥ght any safety hazards or”
. \ : .
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énvironmental conditions thqt'may'adversely affect the client. ‘This job anal- -

ysis should be conducted according to one of.the established job analysis
-procedures. N : .

N " a " .
’ - -
. -
~ ’ . ~ /
Y - . -

-4 .-

No matter what method ¥s—used to obtain accuFate.information about the '
~ job site, -one, of the results should be useable evaluatien forins. -These can
“=yange from simple to complex according to the needs of the evaluator.. Ap-
pendix B gives two evaluation forms as.examples; @oih were developed for the °
| - same®job of Greenhouse Worker (406.887).> 'Either a'narrqﬁ}ue-report.or an -
« < evaluator compléted-form could be used. ) o T

. .

& . After obtaining accurate information about the job site and developing -
the -necessary evaluation fotms;_the evaluator requests a second :meeting with
the employer and, if appropriate, the union representative, At this meeting
the evaluator should: - T - - .

T ¢ ‘ - _ s o - o T
. ’f~rt*\\ ~'1. Discuss the results of the job analysis (if any) and T
| T “explain the evaluation forms that 'were based on these '
-results. _ ;Eﬂﬁ%f;ﬁ i - : . .

2. Emphasize that the clidnt is to be treated 1ike the
' rest of the work ‘force and that he should be kept
on the job that he was assigned to., -

3.f Discuss how manégement and uhibn should explain tﬁe !
~Jjob site evaluation to.other employees. _ e

4 _Anrange_legal;aspecis;sush_ﬁﬁ;ngggmgpd'houqugggula- .

tions, insurance, etc.. (See Appendix A)

« .7, .5 9Haye the.eva]uation'process-written in a step-by-step L
form at the second meeting." (Green, 1973, p. 9{ . .

6. "Set [the] starting date for the first.c]iénf as soon
-asp3ssib]e after {the] second.visit." (Green, 1973,
p. 9 . e ) o

~« When the first client is placed on the new job evaluation site, the eval-.
‘uator should keep. careful control ovdr this: new situation. This involves a-
few more visits then would normally be required for a job site of long.
duration, a few more conversations with c]ient,_supervisor,.and.union_repre4
_sentative, and some additional help on how to fill out any evaluation forms.:
The major points of the. section can ‘be ‘summarized by using Figure 3,
Checklist for Job Site Develgpment; Figure 4 is an example-on how to use this
- . form.. The purpose of this chart is to give the evaluator a step-by-step out-.
line pn how to develop a job site. "(This® form can be duplicated within the <
facility: and a separate one used for each job site.). The first line contains
the job site needed and gives the job title and DOT code number. This line
. is completed after the decision has been made. There should be a brief state-
ment as to why a job site is needed for q‘particular job, such as previous
high client placement in this area, need for a job, site having extremes of
temperature ' change, and evaluation résults are reahiﬂy transferable to other
sedentary assembly ‘jobs. : ' . s

¢
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N . -The third part confdains an outline of the | ethods - for ‘contacting employ-—
' ers, the date-of each: €ontact ‘type, and t e\resET{g. It could include under

service organizations;: "spoke to Lions-aboltynéeds"for-sites in restaurant
- industry and took pames of ihterestéd partiesi¥.If a job site were needed at *
. a particular cpmpany, "called Ajax Corporétfdﬁgihdxﬁxplained=about need for
electronics inspector. job site." This section of“tha figwm is used to remind
the evaluator of the method of contacts that are availabie jgnd. to keep a

. [y

"y record of the effectiveness of each method. % - AF s ,

. co. : TS

. X ' ‘ y ' ‘. ) R
Part 4 is .completed once contaEt_has been made.with aparticular em-
- ployer.  If more than one empldyer‘shqws<g definite interes®in’the same job,
. -'a separate Part 4 should be completed for each potential conflact. Part 4 is ¢
used to keep a record of the times and dates of meétings and Bf their results.
. The major purposes of.this section are to.remind the' evaluatof of the steps
Coa -and to keep track of how these'steps‘Were;sompletedﬂ\*lf'tﬁ@?.i‘ t meeting
L goes badly and the employer changes his mind about pemmitting the use.of job
- sites, then this reasoh should be-carefully recorded and“maybe discussed in
depth with other facility staff to prevent it from happsning~&gain. The rest
of Part 4 .of the form is obvious and includes an. outline of what-.topics should
be covered in the meetings as. well as a summary of what Jjob information was
** -obtained and how 1t wa?ﬁobtained%‘ ' : I

. In conclusion, this section attempted to-give'step;5§~s%ep prbcedures on
. - how to decide and establish a job site evaluatipn program. (The final part of
this publication will deal with evaluating the client on the Jjob ‘site.

- . . * .
= : .o . . L
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. . Checklist for Job Site Development
. - » . . s | - . |
/1. Job Site Needed . - L
2. Decision:* Why was this selected?
b :/ . | o | ) | . ;~ - ' i .
: .
3. Methods of Contacting fmployers
_ S c
- Lt Method "1 Date | 3 . Results .
a. Service Organization - ‘ : .
- ... ] 4. :V'. -4 . ) ) R . /
b. ClienféfP]aced-PreQious]y
c: Subcontracts °
“d. Hi'gh_Turnover' S , ST o [
v C . - * ' . . . o, | . 4
e. Where Sites Needed ™ . :
- - ' - )
- f. Agency Boa(g of Directors | .
g. Media
"h. Small Business

‘Figure 3: Cpeckfist-for Job Site peva]opmént'
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Name of Employer -

Address - - . K

Contact Person Telephone No.

¢
g

a. First Employer .Contact gy //-

- T L > ‘/—):\J‘. T ’f/
“Method Date’: Time’ a_ﬁd' ‘f)a é of Appointment ., )
S e _'.r‘ — ' — o
"| Telephone call. |, ‘ ‘ . -
AR @ .
1 Fq]]ow—upj}y\ettér .
Other ‘\1 ¢ . -
Py o - ’
| A ' ..
b. Resu]ts of First Meetmg N -
' ‘X\ ; Tyl ) -

= : \ '\fj ."3 ’ - . "l ,
c. How and what Job Inform‘atmn Obtaig : v : . \ /
o ( - ‘r(_. o - | Lo
< f s ‘7_”' o — CL
‘.:_.' .t s, K /f_\ . \ R - .
SR | L
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Lo o g et ey Vi
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Ay T : : A N T
;;;i‘ - e. Seconk Employer Meeting: T1me and Date § ,‘. . . 1§
w, 5 : - 4 ] Y "\
oo e A 3 T e e - & u i
|\"'.-_‘-_"(; ',\ J_" . 1 Y Eoms . - \ \ \ k 3
A Lo . R . \
“{' ; ';rw‘:' . 3 . . d ) ! L
“ i " 2. General Orientation\ .. - l
.Y . \;‘ -., i N . %{ '-\ )
S f_t'_" 7/ -
- . 3. Arrange HWage.and Hour
Lol )
% 4 |
; . . _ !
; 4" 4, Clarify Insurance - .
ey 4 . ) .
ot 5. Time and Date Fjrst Client Starts , |
E L 1 . . . H ¢ . 7
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) : Methods of'Contacting Enp]oyers. W
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- ] i [ * N
X . . .
v Method ’ “Date- : Resu]ts
‘ Facddu d(!u’cth Spoke we th Rotmy -
A, o 373t 1413 /78 about fob sites. 4n gene/zai’ " Jandton
g a. ' Serv_u‘:e;Or_gamz.atwnr. / J'/-- sites were mentioned (n detall--see | .
. N attached £ist of_ potential contacts.
' _b. Clients Placed Previou31y' . ’ ¢ |
i e e e e o= ‘ N — . -
c. Subcontracts = .
. Spok&uuafh jO Ae&v&ceﬁand got names -
' . " of ptkces Lhat usually need janLtonA
d. ﬂ1gh Turnover. 1/10/7% and. i 100 porsgns. _
o e ' . CaLEed ﬁtuﬁdmg managefw 50}1 ,{ouow:.ng
e. Where Sites Needed -~ 1/9/78 o“me buildings: Vanguard, Long-".
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-
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. Media
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a.

4. Establishing Job Site I o L

. Name of Emp1oyerManagen Longﬁeﬁﬁow Btdg . Aqgress 1815 M 8¢. N.w.*

: Corntacth,err:son Stanﬁej Jones * * . Telephone No. ,232-116% ..
R First Enployer Contact . . . B L . T
egr st Method: ‘Date | Time and Date of Appointment. |-,
. T'el'.éph'onga call 1/16/78] _Employer 1630 a.m. 1/20/78 ) _

S
‘ T

Follow-up letter [1/17/7&|” union  No union

v *

.Othe'r o e , PR -
' b.' ReSults of Fwst Meetmg . Bnpzo)len wants f.o M wu:h pafut Lune K
S . : _
fob 54,te~ﬁ uust to M_e how ut qoes. . 2. Ctuzm: wd,ﬁ be aM»;gned /tct ‘an oﬁden
umkm who wowid _pmecm/te A,ome heﬁp 3 -\y{_nft is not to opmate buffer
alone. - |

. K - . . : . '
. c.. How and Nhat Job Informapon Obtained_ 1. Read a. shont /iob deseniption

/

_Tafked with manaqen about job taéké 3.' 0b-

Aefwed and fcnteiw&ewed

- fanitons Aw‘z about _an_hour. -#féed above irlﬁonrﬁaJt{on

| ta dgue,({()p 5hvmt fob amjuéa - ) | T

'd . Forms [')eveloped* Adngfe page euaﬁuauon Lorm using a checfzﬂwt @fzma,t *

__costaining ‘eritical {fazs and behauwu

\

' e. Second, Employer éetmg. Time and Date 2: 0049 m. 1[26/78 @
-’ . ]

A

* 1. Forms - ShoWed evaluation form. No AuggeAuonA 50& changeé

2. General Orientation - Ondentation wx,'u’,'be given in the evaluation
undt prdon to arrdval at fob site. Evaluator will biing to job sdite, -
imake sntroduetions. The penson who wile be working with the. client «,
will take client on tour of buddwg . _ , L

3. Arrange Wage and rHour - Fu{ed wH 292 :

I - 2

. 4. Clarify Insurance - Exptamed that: c&wnx A4 coumed by 5ac,c&utj s
. workmen's compenéa,uon and other Lnsuhance ‘

5, - Time and Date Flrst C]1ent Starts s 00 a.m. 1/30/7g

‘ ‘ ' N . i ’ .
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o S Part I11

“Evaluating the Client on the Job Site . -

. Evaludtion of the Chent

" fore, the.evaluator is not simply to turn the client-loose on the job site and -

" report. The evaluator must visit the job site several-times to.discuss prob- .

- jobusite. .' . . o S

The job site has been set up, the reasons for using the job site have
been defined and included in the client's evaluation plan (see Figure-1),
transportation has been arranged and. the client is ready to go. Now we can
place the client on the job site. o= ‘ b

 The first question to be answered is who will do most of the evaluation.
Because the foreman (here-the terms /foreman” and "supervisor" will be used.
interchangeably) can be expected to have an accurate Knowledge of the job .
duties and how the client is performing them, the foreman should be the o+e
who performs the basic evaluation. The supervisor, in some cases, either

» Y

_keeps or has access to production records which can,be useful for determining

te is kept.)" However, the foreman i$ not paid by his.compaty to be an eval-
iator. It'is also very possible that because he is not trained in the skills
of obs&ation and behavior recording, he will miss critical events. There-"

*ﬁanges in productivity. (This is especially true in jobs where a piece work

come back within- one or two .weeks and expect the supervisor to have a complete

1ém§,'maké observations, talk with the client and the supervisor, review
production tecords, if available, and possibly modify the job site. Thus, -
both-the supervisor and the evaluator should be assessing the client on the

¥  The observations, production rates, etc.y should be collected in a log-
jcal way. . The type of data collection device that is used will be based, to
a large extent, upon the job duties and the reason for the-evaluation. Some -
examples of the wide varidty of evaluation forms used .are contained in Ap- .
pendix B.. (It must-also be pointed out that an evaluator can use a strictly
narrative format and Aot develop any forms at all.) Many of these are based

on the performance of job tasks established by job analysis procedures. More -

general work behaviors are.based either on the specific demands of the work

‘place or on widely socially acceptable work values. The question now becomes

ong,of who comptetes these forms. Facilities use different techniques. - Most
facilities have the, supervisor rate the tlient. Here these forfis are usually
kept simple, often using a checklist format. Observations- can be made at sev-

eral points during evaluation” to determine ‘what, if any, changes have occurred.

-;;. Another commonly useq,technique ijs to have the evaluator talk with the super-

visor~at various times durifg the evaluation’period, question him about the
cliept, and then record the results on the appropriate form. These results

sessions.

could be .communicated to the client in either formal-or informal feedback .

, . . _ . . .
_If the clieht is on a job where production records or industrial stan-
dards (e.g., predetermined time study methods) ate available it would be very

'r-'helpfu1 to:ecompare  the client's daily production against the standard for the

» kY . .
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. "



Job.

Fil

This ‘enables the evaluator to obtain some idea of how rapidly the client

- 1s increasing his work output. . An example of such a device is as follows:
' - | L S |
.-l b £
100
Industrial . 80
Standard 60| |
‘Percentages 40 | - . o .
] . \ ) - : - " .
M T W. Th F M T W Th F
Week One ' Week Two

-

f ’ . : : & d -
Here the production is plotted daily against séme predetermined criteria: =
piece work rate or industrial standard compared to the mean performance of
other workers in the department--almost ‘any. objective measure;can be used.

In cohc]us1on, it is important to use an evaluation form that has been
specifically designed for the requirements of the particular job site. This
. form should be accurate, thorough, and.yet easy to comp]ete Any“form that
. the_supervisor is to comp]ete must be accurate while requiring as Tittle time
©as p0531b1e

.

Reports and Dec1s1ons

-

- R
After the data have been co]]ected and placed on the eva]uat1on forms,
the final steps are to prepare a report of thasiml site: evaluation and then
. to- make decisions on the next step. of eva]uafﬂiy Prior to any report on the
job site evaluation, thé client should unde{go ﬁ‘e final interview with the
evaluator. This w111 obtain the client's percdptions of how'he did on the
- job site, how he liked the. various tasks, how he learned to perform these
_ tasks, were there any prob]ems with co-workers, was the job and the environ- '
menta{ conditiens within the limits set by his disability, etc.--information
that is gather!‘bdurzng the course of the job site evaluation. The client's
final interview on the job site should-be combined with the evaluator's and
supervisor's rating and reports. The final report on the job site evaluatjion
need not be lengthy. It can simply be the jab site evaluation form with a
space for a written summary of the client's perceptions and short narrative
ending with the evaluator's recommendations and conclusions. It can also be '

a simp]e narrative report of the outcome.

L

. After the JOb site eva]uatlon is completed, it is time to make one of .
: several decisions. The first is "Is additienal information necessary?" If

the client has proven successful, the in-facility data is complete, and there ‘

are no pther practical avenues to exp]ore the evaluator can prepare the final

evaluation report. The report summarizes all information on the client,

28
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reaches conclusions, and makes recommendations -for future courses of action.
If the job site evaluation does not answer the questions asked in the gritten
evaluation plan, or if new questions arise from the job site evaluation, then
the evaluator must decide whdre to obtain this information. The second de-
cision becomes "Does the evaluator want to place the ¢lient on an additional
job site?" The third decision is "Does the evaluator place the client in the
facility for additional in-facility evaluation?” C :

.Some possible reasons for placing the client on another job site are de-
-scribed as follows. If the client was placed on the job site for the purpose
of establishing vocational interest #r_for orientation to real work, the eval-
uator may want to give the client.expesure to other types of work environments.
For example, a client placed in a factory environment may next be placed in a
public contact situation. The client who expressed a preference for clerical
work may decide that he is no-longer interested in that type of job and would
1ike -to iavestigate a job site which requires less routineg work. ‘The client
may enjoy the general work environment but has problems with learning the -
tasks; he could beplaced in.a similar job‘sétting, but one demanding less
skill or fewer skills. If client and evaluator decide that additional job
site experience is needed, then they review the evaluation results ghq%select
‘a new job site. In this instance, the client repeats the steps outlined above
on the new job site. In cases where addi'tienal -information is netded and if
it 'has been decided that this information cannot*be obtained from additional
job site evaluation, the client returns to the facility for additional évalu-
ation. Such cases might include the need for more detailed assessment of - .
dexterity, assessment of what methods of instruction are best for the client,
exposure to more occupational information, or a more detailed assessment of
. his work related behaviors. Although this decision may look like a backward -
step. to the client, the evaluator may have to bring the client back into the
evaluation unit so that an accurate picture of his aptitudes, skills, work
behaviors, and interests are obtained.” ,. ) .

In conclusion, this publication has attempted to describe to the evalu-
ator how .to set’up a job site and how to use ‘job site assessment as part of
the client evaluation process. The use of job sites is limited in vocational
evaluation and all of the materials, forms, and ideas presented in this pub-
lication are to be taken as a source of ideas and not as a rigid set of rules.-
Because so little has.been written on this topic, the evaludtor will have to
rely heavily on his own experience, the specific needs ofhis clients, and
the profes®ionalism that demands that evaluators use their creativity to solve
a very challenging situation. :

Because not much has been bub1ished on job site evaluation,-MDC would
1ike evaluators who use .this technique to contact us about your programs and
your experiences. In this way we can revise this publication to make it more

.useful in developing job site evaluation as a major assessment technique.
v ' X
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' . AppendixeA

. R Nage_and Bour_ReQUIetions _. . .

L e

- The Fair Labor Standards “Act (FLSA) of 1938, as amended states that a]]
"covered employees must be paid at least the minimum wage. However, the FLSA
does. provide certaim exceptions such as the emp]oyment.under spec1a1 certif-
icates of individuals whose earning or productive capac1ty is impaired by age
(65 or older) or physical or mental deficiency or Anjury.. Alcoholics “and -
chemically depéendent persons come within this meaning but the following,
among. others, do not: - ationally, socially, culturally, or educationally .

- hafdicapped; chron1ca11y mployed; welfare rec1p\ents, school dropouts,

juven11e de11nquents paroTees consc1ent1ous ob;ectors etc.

In other words, before a fac111ty can pay subminimum wages a.client must
be impaired by a definablé mental or physical hdndicap .or be age 65 years- (or
older) and unable to perform job duties as well as a nonhandicapped, person. °
Under the FLSA,-the host of social handicaps does not by itself qualify a per- I
son as a "hand1capped worker." For example, persons whose onl disability may '
be low educational attainment, a:-police record, or from a dif erent culture *
must be paid at least the minimum wage, even 1f they are emp]oyed in -a shel-

" tered work setting. There¥ore, such persons must be paid the minimum wage

(Y

_dur1ng'the job site evaluation if they‘are doing work covered by the FLSA

There are f1ve types of certificates under DOL Regu]at1on 525 wh1ch per--

“mit the’ payment of subminimum wages to clients in sheltered workshops. These

are: regular program, work act1v1t1es center, individual rate, tra1n1ng and
evaluation. . _ _

~Under DOL Regu]at1on 525. "She]tereﬂ'uorkshop" or'"workshop“ means -a :

,Q -charitab1e organ1zat1on or institution conducted not for profit, but for the |

purpose of carrying out,a recognized program of rehabpilitation for handicapped
workers, and/or providing such individuals with remunerative employment or )
other occupat1ona1 rehab1litat1ng activity of an_ educationala or therapeut1c
nature.

. . Two po1nts must be made. F1rst,~“eva1uat1on programs" are 1nterpreted by

the Wage and Hour Division to mean what the vocational evaluator would define
as “situational assessment" (i.e., evaluating the client's potential in a shel-

;~tered-emp1qyment setting, most. common]y a workshop) Since these certificates .

can only be issued to nonprofit organizations, the "Application for an Evalu-
ation or Training Prpgram Cert1f1cate" %Form WH-247) could not be qsed for job
'site evaluation. e )

Second, all clients must be paid if they are perform1ng work regardless .
of whether they are under ope of the five ¢{ypes of certificates mentioned above
or on a job Jite eva]uat1on C]fent wages wre based on th& principle that

Subminmimum wages to handicapped persons must be commensurate
with those paid nonhandicapped workers in industry in the
vicinity for essentially thé same- type, qua11ty, and quant1ty . ' \
of work. (DOL, 1975) - . : L



* -

The client must be paid a percentage of the. 'prevailing wage for an equivalgnt
. job in the same geographical area--NOT a percentage of the minimgm wage. ~ On
a. job site where piece work rates are used the client must be paid at least
the same piece work rate as .'regular" employees of that company. ' Where hourly
wages are paid, the percentage of the hourly wage should be established for
the individual client. For example, if a client's performance is about 60% of
normal productivity and the prevailing industry wage is $3.00 per hour, the
client's. wage should not be less than $1.80 per hour (.60 x $3.00 = $1.80).
On a job site evaluation, the cliept whe.is productive cannot be paid less than
50%.of the current (statutory) minimum wage. . o ﬁrj :
¢ : : 2 N

Y

~ In using “job site -evaluation, the faciVity.must complete an "Application
for Handicapped Worker Certificate": (Form WH-222). - Prior qualifications are:
. (1) the facility must. hold a valid sheltered workshop certificate (regular
-+ . program, work activities center, evaluation or training); and (2) the facility .
‘ must be in compliance with the FLSA. Each employer who agrees to establish a
“job site within. their business generally must reimburse the workshop at least.
to the extent whiclt precludes the concern gaining a competitive advantage from,
the employment of the handicapped worker. The only exception to reimbursing
the workshop is when it can clearly be demonstrated that the client-does not
_provide the employer with an unfair advantage because of Tow. cost client ‘Jabor.
Three things must be kept-in mind: (1) WH-222 is submitted for a specific pro-
gram not to exceed six months, (2)-a separate form.must be submitted for - | .
differeffit groups-of trainees, aqd-(3) Nage anq Hour approval must be obtained .

3

prior4o placin i | plati -
- the evaluator should use the "Program for Training of Sheltered Workshop
Clients in Commercial -Industry" which also-contains instructions for complet-

- ing Form WH-222 (see page 36). -

. An example of Form WH-222 is given on page 39. In this example two ¢li-
_ents are listed. (The information“for any other clients is to be attached.)
“The first client, Anne Lon$, is engaged in,a three month combination.of on-.
the-job training as a grid assembler and social skills training in the- -
rehabilitation facility. Because definite long-term training is involved,
- she'must be paid the full piece work rate and guaranteed ‘at least $1.80 per
hour (amount proposed in item .10) which can-never be less than 50% of the FLSA
minimum wage. -This information is obtaiped from the employer. Her earnings’
for four weeks:prior to the completion of the report are given in item #14.
The number of hours on the job is Tisted first. Then the average weekly -
piecework rate that $he earned is given in column "c." Since she must be
paid at least $1.80 per hour, any earnings under $1.80 per hour must be made .
up (column "d"). The weekly earnings listed in-column "f" are.the number of  :
hours worked multiplied by the hourly rate (24 hours x $1.80 = $43.20). The
make-up pay of $10,32 is entered [$43.20 - (24 x $1.37) = $10.32]. As the
¢lient's productivity increases above the 50% mark, her weekly earnings do
not have to be made up. _ R R

o " In the,above éxamp]e, the employer would have received a considgrable
advantage had they not paid the facility for the client's labor. (The facil-
ity in turn pays the client.) However, there are some cases when a job site
is of no advantage to the employer and, therefore, the workshop does not have
to be reimbursed. There are not spegific quidelines or regulations for deter-
mining if an employer is gaining a competitive advantage through the use of
client workers. The decision as to whether the client is contributing to- the
economic gain of the cooperating industry must be based upon a common
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- M . ﬁ".--._ . : .- y .
L . S N 3 . o

34




understand1ng by the fac1]1ty and the employer. sSOme factors cons1dered in:
stich a decision are the length of time the"client will be on the job site, his
level of production, the cost of materials and the wastage of materials, and
the cost of increased supervision. If the emp]oyer and the faC111ty are able °

‘to demonstrate that the industry does riot receive any financial gain from -

having the client on ‘the job site, then the facility does not have to be re-
imbursed by the industry. The fac111ty, however, has the moral and legal

- obligation to see that a cliegt is paid for any productive.work and should

not acqu1esce to an emp]oyer mere]y td obta1n or keep a JOb ‘site.

In the seconﬂ examp]e the client, Richard Hobbs, was evaluated far two
weeks as a kitchen helper. Prior to the beginning of his job site evaluation,
the evaluator and the restaurant manager discussed the situation. -The client

. would require greater than average supérvision. The client would only be on

the job a short time and would be, by necessity, an observer much of the time;
the management could expect to have to pay for some broken dishes and wasted
food; and the evaluator was: not certain if the clierit would want to sgﬁy on .
the site for two weeks. In a case such as this, the evaluator and the manager
would most likely agree that the "emp]eyment" of the client was not pPOV1d1ng
the employer with an economic advanf‘ge It must be._poted that time itself is
not the only cr1ter1a--a client who is product1ve above the cost of his eva]u-
ation must be paid actord1ng]y - v

A

In summary, several points must be made. F1rst, if the client is paid

The minimum wage, no certitricate ot any type i1s needed. Second, all client
wages must be based on the prevailing wage and all wages must come from the
employer Third, clients on job sites must be $a1d at least 50% of the FLSA
minimum wage. F1na11y, Form WH«222 must be submitted prior to placement on

. job sites. Mu1t1p1e clients and mu1t1p1e emp]oyers may be 11sted on- same

application as appropriate.

‘The above interpretation of :the FLSA standards as they app]y to JOb s1te
evaluation is based on current]ypg;ﬂ%ftble information from the U.S. Depart-
ment of Labor, Employment Standa dministration, Wage and Hour Division.
Because federal regu]ataons can change (due to neiw laws, administrative deci-
sions, or court ru11ngs), it is suggested that the facility contact the Wage
and Hour Division in their-regional office (see list on page 41).

- | \
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. ' U.S. DEPARTMENT"OF LABOR
Employment Standards, Adminlstratlon//>
e Wage and Hour Division -
‘ washlngton, D.C. 2021p

/( PROGRAM FGR TRAINING OF SHELTERED NORKSHOP CLIENTS
IN COMMERCIAL INDUSTRY ‘

)) . - - ' ”

To facilitate p]ac1ng ¢lients in compet1t1ve 1ndustry and to a11ow fbr a more
gradual transition for ciients from the workshop into industry, among other
things, the Wage and Hour D1v1$1on of. the U.S. Department of Labor has devel-
o oped a.program which will permit workshops (1nc1ud1ng work activities centers)
-~ to make application for certificates to train some of the clients in ¢ompeti~
- tive industry while these clients remain on-the workshop payroll. A workshop
_may partic1pate in this program under the f011ow1ng conditions and procedures:

L Condltsons and Procedures of Program o S .
. . A To part1cnpate in this program, the workshop must be 1n comp11ance -
. wlth the terms and condltlons of the certlflcate 1t now ho]ds

A

" B.~ The workshop must make app11cat10n as emp1oyer (under Regu]ations,

29 CFR Part 524, Special _M]_ulmm_ﬂagas_for_ﬂandmapped_uonkm:swmm
EmpToyment), jointly with the ¢lient, for an individual certificate for a spe-
cific training program with a specified compet ive concern. (See II below:

for spec1f1c tnstructlons for comp]etlng the application.) o '
. ). ‘0
C. A tralnlng cert1ficate under this program is nonrehewab] Perlods
R 1onger than 6 months will not be approved except 1n unusual ckpéﬁﬁ;tances. '

D.. The workshop is respon51b1e for 1nform1ng the concerh of its respon-
sibilities under this program, namely: That a joint employment relationship .
~ - - exists with ‘the competitive. concern and the workshop when the cl¥ent begins
¥ ' productive employment; that the concern as well as the workshop is responsible
o “for.compliance with the provisions of the Fair Labor Standards Act gﬁa the—
terms and conditions of the trainee certiflcate' and if the client-trainee
remains with the concern andsneeds a wage Toyer than the applicable statutory
minimum wage after expiration of the training’ certificate, the concern must -
app]y in the regu]ar manner for a handicapped worker cert1f1cate X
E. The rate in the tra1n1ng certificate is set to reflect adequately the
individual client-trainee's earning capacity. If the client-trainee is placed
for tra1n1ng in an establishment where nonhandicapped employees are employed,
at piece rates in the same occupations, he must be paid at least the same
~piece rate. He.must be paid all he earns at piece rates, but in no case may
be paid less than the hourly. rate specified in the certlflcate .

F. The workshop'is respon51b1e for payment of the c11ent s wages in ac- --
cordance with the terms and conditions of the certificate, as well as for
. maintenance of proper records as required by the Regulations, during the pe-
riod covered by the special training certificate. The wbrkshop shall -also
" maintain a record of the reimbursement made by the competitive concern, as
- required in subparagraph G below. . S .
: o
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"G, The workshop must be re1mbursed by the compet1t1ve concern, at least
to the extent which precludes the concern gaining a competitive advantage from
the employment of the client-trainee. (Under this conditiom, no reimbursement
need be requ1red when placement 1s for short periods of time, such as 1 month
or less.) .

¥ . .
1I.. App]icét1on for Tra4n1ng Cert1f1cate L =

In genera1 the type of 1nformation to. be supp11ed is.about -the same as that re-
quired for any application for a handicapped worker certificate. under
‘Regulations, 29 CFR Part 524. Comments about each item of the form, 1nc1ud1ng
spec1a1 instructions where necessary, are shown below. '

A, In completing the app]1cat1on (Form WH-222) for such tra1n1ng certif-

| 1cates, the workshop must furnish the f0110w1ng 1nformat1on -
- i ¥

1. Item 1- Enter the narie :::address of the workshop.

2. Item 2 - Enter the date 1icé£ish is completed and sioned

3. Item 3 - Enter the name and address of the estab11shment where '
the c11ent tra1nee is p]aced for tra1n1ng .

~

4. 1Item'4 .- Enter the type of bus1ness and products produced so]d
or hand]ed by the commerc1a1 estab]ishment

5. ‘Ttems 5 and 6- - Enter the appropr1ate information about the
- - client-trainee as requ1red : '

o 6. Items 7 and 8 - Leave blank. .
7. Item 9 - Enter the home address of the client-trainee.

8. Ttem 10 - Enter the hourly rate the firm proposes to.guarantee

the client-traihee, bearing in mind that this rate must be based "~ ™"

on the client-trainee's earning capacity for the work which ‘he
will do. (In no case may this be less than 50 percent of the
applicable statutory minimum wage.) -

" 9. Item 11 - Describe the proposed training
10. ‘Ttem 12 - Describe the ¢lient- tra1nee s. disabil1ty

11. Item 13 - Complete with 1nformation secured from the compet1tive
- concern, o .

12. Item 14 and 15 - Enter the client's most recent workshop'earnings

‘and the type-of work he was doing. B .

13. Items 16, 17,°18, and 19 - Complete with app11cab1e signatures
and other 1nformat1on as requ1red '

L.

B. After the completed application is signed by the approprﬁate workshop
" official and the client-trainee, forward the original and one copy to the ap- -
propr1ate Regional Office of the Nage and Hour Division and g1ve one copy to *

'.-‘_ 7. L .&. - 3738§ \.
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" the client-t

de

1nee, the other copy is for the workshop f11es. For' a sheltered:
workshop clieng who has been employed in the workshop under- its cert1f1cate,
there is tempomMry authqg;zat1on for employment of such a client in a competi-

tive establishin§nt, effective from the date an apb%;cation for handicapped & °

rker certificdte under this special program is fi¥ed, prgvided that the cli-

ent is paid not Yess than 50 percent of the app11cab1e tatutory minimum.or the

warkshop certifigate rate, whichever is hjgher and provided further, that the

workshop has not previously been denied a hand1capped werker cert1f1cate for
the part1cu1ar training program

u - \
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3 “ . | _ : - U.S. Departmen¥ of Labor - .
D : " | I Wage and Hour Division
' % . October 1977
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US. DEPARTMENT OF LABOR I s U
. EMPLOYMENT STANDARDS ADMINISTRATION  ~ ' 5 " FOR AGENCY USE ONLY
WAGE AND HOUR DIVISION - : - on. |
o : Ace [ omemu, =
) . R : " |omEr O renewau [
o SAMPLE o ' ZTE?;?([_‘_}- " pENIED [
' ' ' e RATE | FROM TO -
APPlIBAIIl)II HR HANDIBM’PED \VORKER ﬁERIIFIGlT[ 0T
w ALL ITEMS SHOUL.D BE couPLE'rEn - / . | : N
a.” This is on APPLICATION FORM ONLY (nof apomit or eoﬁlﬂenu) used in oppléong fora nubatlnlmum wage certificate for

o hondicapped worker under the Falr Lobor Stondards Aect, Walsh-Healey Public Gonttacts Act, and/or Service Contract Act

(SCA). If tho worker will be employed on an SCA contract of more than $2,500, supply on o ‘seporate sheet of poper attached

to this opplications Name of the prime.contractor, conteact number, dates of awer ond expiration, amount of the contract, -

applicahle SCA o deterpinations (including fringé benefits), 1790 of urvleo to. bo pufemod. end gevomm‘mcl agcnci
‘name ond locotion for which the urvleo contract wﬂl be porfomo

b. Four coples of this form are to bo coméllhd ‘and then slﬁned by botl the ompleyof and the handicapped mther. Tho om-
" ployer should send the erfﬁlnu and one copy of vbo completed form to tha addrou showin. nbovo. glvo one copy 1o the. '
. worker, ond knp ono for his/her own files. : E

P — INFORMATION A s'o"u‘r"*eunoven b

1\ Neme of fism Merwmom.e Rehabdlitation Centen ; - 7 Date of soplication
- 111.Main St. 315078
- Menomondie, WI 54751 o - ' ‘ :

3‘- Addreu including ZIP Code, of establishment whére worker wm be cmployed . 3b.. Area Code l'l.ld Telephone Number

(1) Dunn Tronics, Industnial Park, Menomonie, WI- 54751 |s -

(Examplea: men’s and boys' clothiug, ‘ e.food .hoiiery, cigau. ‘el ndverﬁsing eto.): [ oeﬂ.ﬁ_‘
: P |NFORMAT|0N ABOUT HANDICAPPED WORKER € 1
S. Name of worker 6: Date of birth } /. How 1dng employed 8. How long at present jobs
VT “) Miss Aune. LOM L 5/2/56 by ﬁN;A . . N/A L .
w (2) Mu. Richand Hobbs . | 8710748 . % : S
9. Hom % n F &t oner (1) Lons - 1019 Ninth St., - Me.namam.e, W1 54751

-

: #0 Amount - firm proposes to guarantee worker in:’ (1) Lom --81.80 per howt_

N ') W Oceuplﬁon in which worker is‘to be employed fbe:cﬁbc if job title is.not self-exglmlt

- 12 Nature of worker's dinbility.

| {2} Menfa rotardation - WATS 10 ='70; sEight bakance problen - not obvious

(7} Ande's Salad BaX, RU €2, Hevomonie,Wi—5475+ _ ——
_ (see attacﬁed List fon othens) | R

4 (8) Type of business Lil ondcs asd
“(Examples: retamng. wholeuling mnnufgctudng. pmceuing. m.hce}lmeoul business urvicu. etc.) Oﬂl(’}bé)

(b) 'rype of product- or services

.'(2) Hobbs - Hotel Marion, 135 Broadway, Menomom.e, w1 54751 ;
{see attached £ist) : '

.. - ?
(a) Cash.(2). Habb& no. reimbursement - 2. week evalyation  per hour o
e attached L4At) v - .
(b) Reasonable cont of lodging: boatd ar othpt f-cmtie-, if fumhhgd . per hour (See Roa 29 CFR P-rt 531)
(c) How long has pmposed rato been ln effcct for this worker? —l

¢

(1) Guid Assemblen (726.884) - Three month on-the-fob thaind pno‘gﬂ{mn by 5oneman
with docial skills thaining by facility

(2) Kitchen Helper (318.887) - Two week job site evaluation to determines phyau.afi
Ammm, abu’,u:y 1o Learn jOb uﬂ:mut (we attached mr.)

" (|) Deacribe ip FULL. (Do. not use vugue shtmnn ‘such as *“nervous.”’ “olow ” etc.)

(1) Pmaplegm - . L-2 break;’ conﬁmed to -wheelehain - obvdious
(see attached List) . J:

(b) Obvious [} Not obvious D (Check one) N N : :
(If disability i 'not obvious, a Report of Medical Extminnﬁon Form WH- 242 should be completed by e thUiCi'ﬂ and

-ccompany this application.” For a renewal application submit Form WH- 2&‘42 only when requésted. )
. (DVER THE REVERSE SIDE OF THIS FORM MUST BE CQMPLETED) ’ N

L . 4;_4.'39' _ © L Perm WHA232 (Rev; Jen. 1975)



Y. ' ; ' -
v L Sy 0 . B ' : . o e ' S o : o .
R A T INFO’RMATI ON ABOUT EAnggs . -
Note:" The information requested below must be properly completed to determin® the corﬂfieoto rate. Action connot
- be tcken on thls uppliﬂion viless all the raquosnd infermation. is fumished.
13 (@) NONHANDICAPPED emplayees in establishment duri'ng -most recent week domg same type of work as described under
Ttem 11. _ o o . e - .
o m @ - TR ‘ N O
. NUMBER OF ‘SUCH _ STRAxG)ﬂ‘flME AVERAGE NUMBER PAID MAKE-UP | AVERAGE MAKE-UP
b ' EMPLOYEES TEWEARNINGS TO EQUAL STATUTORY . PER HOUR
- _ (If none. so state) ' O xcluding make-up). ) MINIMUM «  (Divide total make-up
. S ' - T _ T  (f none, so state). by total hours worked
' o - ) : ¢ . : by émployeea
.o v - L . . Time wo::k Piece work R . paid malge-up)
v . 3 1 b . ) ¢ ' . . N : »
R N A == 3.87 . None. S =es
- (2) 3. - | 2,85 | .7 Newe .
(b) If the make-up paid reported in 13(3)(3) and 13(a)(4) above is the result of unusuel circumstances 'explhin &
vl. . U A . . .
' - P L '
14, Handi.q:appéd workesfs enmings,'for most recent 4 weeks he or she-worked for the eﬁployer_. . . .
| . @ T e T © - @ i @ ™
' * °  WEEK | HOURS STRAIGHT-TIME MAKE-UP OVERTII}E WEEKLY )
o - ENDING WORKED |-AVERAGE HOURLY EARNINGS . PAY ' Ay for | ~EARNINGS. | |
K o P gl |7 (Excluding make-up) - o | (Total for week | Geek aver and | (Total gross ’
’ ’ . for e N added to equnl . eamings for
: ' v k : . - authorized min- above straight-, week.)
' . ' . . week) Tin\ie work ] ‘Pxece work imum. If none, | time earnings) N L ’ '
-1 (1) Loné N _ . . “| so étate.) _ vl
ol Cenryis | om0 L J.37 15.66 | Nome | 46.56
_ 2244078 .30 | o * 1,52 12,60 0 None -58.12
. : * - ' : = ‘ . ) . . .
3/3/78 © 30 el L 1,98 None . -Nong-™ 59. 4
' - B - ‘o L - ' . .-
o 3/10/78; | 30 - o 2.05°- | None - None 61.5
15. ' 1f worker has been employed during the above ™ weeks in an- occupation other than that described in Item 11. specify
occupation. N . : _
(1) Lons - None ' -
(2) Hobbs - Job dite euazumon 50}1 weehs . end&ng 343778 and 3/1 0/78 - No mgeé paiq -
(622 attached &AI) ‘ }
_ 4 K o SIGNATURES OF EMPLOY ER ANQ HANDICAPPED WORK ER
116. 1 cernfy that to the best of ' ! Signature of employer or authon{ed official 17. Print or type. name, and ofﬁcial
my knowledge and belief. all , _ . e | .
- stat t t d ac- ' - Y
2ﬂ:;::en s ave true and ac E /.)n)»ﬁt 1 F. é N/ . _ Ma/lj Fﬂynn _
, . (! L : Executive Directon
*18. I have read the statements in . ngnature of handtcapped worker (If worker cannot wnte, s:gnalure may be made by mark
) this application and ask that ° (X) and witnessed by another person.) e
the requested cerufxcate be : 2 A _ o
granted. i @a Pt 2N R ) see attached List)*
n - - - .
19. Witness (Required ONLY if Stgngture of witnes’s; ) . . : N .
worker’s signature is made ' ’ o . A .
" by mark &X).) Ly, } '
. N . - . po NOT wgn‘a IN THIS SPACE - FOR AGENCY USE ONLY U L T
- o ) _ ' . _ !
¢ 7 .- % . R ) \ . .
) ¢ : - .« 1 ¢
° : ¢ *
4 . e i 40 ‘ 4 1 - ‘ . .

SN



€« ' . . ' . o .
- 3‘ N ' ' ] S ) . : N . | 4 _ f.
e PalL U.s.: DEPARTMENT OF LABOR - - . '
. o Emp]oyment Standards “Administration -
e '’ e . . Wagé and Hour Division , 4
4 ST wash1ngton. D.C. 20210 - . o
‘n | ' ' L REGIONAL 0FFICES e . :
. . _ N .
‘At]anﬁa Georgia Re ion. - Kansas C1ty, M1ssour1 Reg1on
(FL, GA, NC, SC, KY, 1N, AL MS) - (TA, KS, W0, NE)
Room 331 " 2000 Federal Office Bu11d1ng
1371 Peachtree Styeet, NE - | 911 Walnut Stréet |
Atlanta, Georgia. 30309 . .. Kansas City, Missouri 64106
*Mrs. Eleanor Bush. ., ¢ . 'Ms. JoAnne Ferrell
" Commercial 404-881- 4801 R ~ Commercial 816-374-5
- Boston Massachusetts Re ion o R New York, New York Region
} | » NH, RI, " (N3, NY) |
R John- F1tzgera1d kennedy Federal Bldg. . 1515 Broadway
I - Government .Center _ “New York, New York 10036
. Boston, Massachusetts- 02203 KA Ms. Lynn Ellovich
Mrs. Margaret McDonald: - . & .+ CQmmerc1a1 212- 399-5633. .-
Commercia? 617-223-5565 o S
Phrladel hia, Pennsylvania Region -
' Chxca o Ill1nois Re 1on - {DE, DC; MD, PA, VA, WV).
T - ' Gateway Building, 15th Floor
_ ,.Federal Bui1d1ng, Bth Floor - 3535 Market Street ’
L - 230 South Dearborn Street - - o Philadelphia, Pennsy]van1a 19104
" Chicago, Illinois 60604 ' N “Ms. Mary Jane Risch -
- % Ms, Carol. Fluker - “Ms. Eunice Ramagamo.
' Mr. Bob Halson . - " Commercial 215- 596~1195
. ,Gommerc1a1 312-353-7246 ‘ -
. ‘ : San Fraﬁc1sco, California Region '
S Dal!as Texas Région - ' (RZ, CA,'HI, NV, GU) ~ o w
C oy . TARy. Eﬁ NM, OK, 1X) . : 450 Golden Gate Avenue, Room 10431
b L. ...~ b5§ Griffin Square - - . P.0. Box. 36018
.+ Dallas, Texas: 75202 . ¢ san Francisco, California - 94102
. Mr. James 0'Hara SR - Mrs. Ann Leigh
.. Ms.. dydy. Egmondson’ - | o Mrs. Nancy Morrison
-~ e Commerc1a1 214-749-2303 Commerc1a1 415-556- 3663.
. Denver Co]orado-Area e o .Se:ttle Nashag ton Region
.. 228 U.S, Customs House . . 4097 Eederal 0ffice Bu11d1ng
. e 7721 - 19th Street - - 909 - 1st Avenue, '
:* - ‘Denver, Colorado 80202 . .. Mail Stop 407 '
o .- Ms. Denny Binge T - Seattle) Nash1ngton 98174 :
- Ms. Annabelle Senches - . | Mr. Edward E. Woodruff = =~
.‘Commercial 303-837- 4613 ... " MFsl Roxanng Parr- - .
v \ N Commerc1a1'2?6-442 -1914 o>
e ' ¢
e o E S - :
R s -~
SR n 42 .




. o -~ Appendix B S ]
L] . o ‘ ' : _ .

' Examples of Forfis Used in Job Site Evaluation

Data collectioy forms must suit the needs of the evaluator, the job site,
and the client's supervisor. Rather than using a formal set of data collection
forms the evaluator has the.option of relying on a strictly narrative report
b?sed on observations, interviews with the supervisor, and discussions with the
client. - S ~ : ' :

A job analysis was performed on the position of Greenhouse Worker .
(406.887) and two job site evaluation forms were. developed from it. (The job
analysis was done according to procedures used in ‘the Handbook for Analyzing
Jobs [DOL, 1972.]) One form is-extremely complex (Figure 5) and was developed

',3v ~ as an example of what a thorough job site evaluation form could look like. _
- . The second form (Figure 6) is based on the same information, but is much easier ‘
+- to use. ' v . . ' :
R | S . T .
P .- The above two forms were developed after a job analysis had been con- A

~ducted. Figure 7 uses another concept. Herebthe forh was -developed first and
the job duties and requirements were added during & site visit. Thus, a facil-
ity with several job sites could use this type of foim for consistency. It
: also s much simpler to complete than the DOL form and has the additional ad-
K vantage’ of being developed with a special type of handicapped person in mind
(i.e.j the mentally retarded). - S ' o
: ~ - .o . . : ‘
.- -These three forms were selected as examples of what could be done. They
aredintended to give evaluators®ideas for developing procedures which fit their
needs, . . o e o -

~ ' «
P4
4
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L3

A ‘Greenhouse_ Worker (406.887) Job Site Evaluation Form
Client Name_ -~~~ Evaluator Name
' Company Name and Address: ~ supervisor's Name_
_ - - | - Telephone
. . l *
*  Period of Eyaluation: Date Started Date Completed

. f ' o ' " Reason(s) for Evaluation

-~

Lo S e
- - 3. .l 2
\ 4. ‘
‘ 5. N ‘ N ] -
e . .
;- .Nork-Behavions ) ‘
| 1. Number of t1mes late for work :
2.' Number of excused absences (e g s physic1an, counse11ng) ( .
3." Number of unexcused absences S Number of times called <
supervisor about being absent , “
e | 4. Number of times late for-work - | Number of times called

superv1sor about be1ng late

5. Does client f0110w company po]mcles about breaks, lunch time, and

]

work1ng hours? ‘Yes_ No___ If "No," what are specific problems?

? [ LVl

Figure 5: Long‘EvaIuat€on'Fonm fon,Greenhause wo?kerl




s . - : P

6. Does c11ent follow safé%y standards? Yesds_ No__ If "No," nhat are’
. spec1f1c prob]ems? : _

[

Worker Traits Ratings ' : v

1. S_pecific'Vocationa] Preparation |

'S ~

‘ - " a. Could c11ent 1earn job between one and three. months? Yes_  No___
S If "No," give specif1c task areas where c11ent has problems 1n

T v w

1earn1ng

. . ) Y
. - . . ..
. : ’ . 4
.
-
- * —
. re 0 [

- . b. hbw were %nstructions'usua?]y given to client? Oral
Demonstration Both __Other (Specify)

. ) .
. \ .

c. Was client able to understand the 1nstruct1ons? Yes: No :
If "No," give spec1fic 1nstructiona1 areas that were not e cglve
-

- " Lo . * . .5)’)

. | "

2. ~Apt1tudes

a. ny form perceptua] prob]ems observed? Yes_ | No;__;IfI"Yes;"
. de cribe- ﬂhe conditions -

LA

b. Were any problems with dexter1ty or coordination observed? Yes
No_  If "Yes," describe the conditions:

L

. 3. Tempermnents.'- | b .

a. Was the client able to generalize 1nstruct1ons from one ‘task to .
another? Yes_  No__ If "No," describe:
- 4 A P

b. Nas the client capable of changing quick]y from one task to another?
Yes No_ If "No," describe:

]




4.

5,

Interests

a. Does the client enJoy work1ng with "Th1ngs“ as opposed to "Data" and
?People?" Yes_ No_ If "No," g1ve reasons:

.\-\ -

. b. Does the client get—sat1sfact1on from seelng “the tang1b1e results

of his labors? Yes__ No___ If "No," give reasons;

PhySical Demands

a. Can the client 1ift over 100 pounds? Yes _ No___

'bl Can the c11ent frequently 11ft and/or carry over 50 pounds? Yes_

No__If "No" to "a" and "b" give limits: .

L3

c. Can the client c11mb ladders, use ramps, and stairs to perform JOb

duties? Yes__ No___ If "No," give specific limitations:

-

’

d. Can the c11ent stoop, kneel, crpuch, and crawl to perform JOb

duties? Yes  No___ If "No," give specific limitations:

‘;‘

¥ . y : v
L)

e. Can the client use hand$ and arms to reach, handle, f1nger, and feel

. to perform job duties? Yes No ___If "No," give spec1f1c

1qm1tat1ons

-

f. 'Can the c 1ent see and discriminate well enough to pefform joh

duties? \es_ , No___ If "No," give specific limitations:

.

A

/- ~ .
Env1ronmenta1 Conditions iy
a. Can the client work outside as well as 1nS1de? Yes No__ . If
| "No," give limitations: L .

v : \
‘ N :
,

- T
b. Can the'client perform job duties under wet and humld ggpd1t1ons?

-~ Yes_ No If "No," give specific 11m1tat1ons °

e

c. Can the client perform job dut1es where dusts, mists, and poor ven-
tilation exist? Yes__ No__ If "No," give specific reasons:
L _ -

I

R “ .
“
~ "
. .
a LI ) 3
’ . ’

T

“
L

¢



EVALUATION'BY TASKS

no supervision

repeats task

~7 - | . . RATING . o
Task " Supervision Quality - Timg
| | 2 {3 ]-4fl1}2]3{all1]2]3]4
3 - ] . * N T .' . 3 . 7
1. Mixes soil, peat moss, sand, etc. T
. according to specified instructions .
for plant beds : _
,2.- P]ants seeds, seedhngs, bu‘lbs or
. cuttings \ .
3. Transplants p)angs 6r trees | .
4. Mixes insecticides and'sprays plants . \
5.. Thins plants , S ’ ; A
6. Weeds plants | f’t :
r . —
. 7. Moves plants, soil and other‘material
Dates of Ratings - Superv1s1bn Requ1red _ . Quality B Time ~
1. 1. Not abie ‘to perform 1. Poor - USually must™  [1. Poor ‘- task performed
even with constant . repeat task ' much slower than other .
supervision workers: :
2. ) 2. 'Able to perform with  |2. Fair - someti"mes‘mst" |2. Fair - task performed
constant supervision repeat -task somewhat slower than -
Y _ | other workers
3. 3. Able to perform with 3. Good - occasionally 3. Good - task performed
N | periodic supervision must repeat task . as fast as other workers
4. b 4. Able to perform with 4. Excellent - never . -[4. - Excellent - task per-

~ formed faster than
other workers

48



Supplement to Greenhouse.worker (406.887) - Job Seeking Skills Evaluation -

’ D

_f1. Did the client make initial contact’w1th the employer? Yes No
If "Yes," how? Te1ephone o  "Walk- 1n“"‘m ] B
Letter - Dther (specify) B

— -
- 2. Was the c]ient able to complete the job app11cation and other forms

. (attach a copy of each client form)? Yes __ No  If "No," give

[

"the problem areas. - L u | . —_)

" N - 5 '\ - 8 J '
If client could not write, how was information comgunicated?

3. Briefly describé the client's behavior diring the job interwiew? _

*

49




oy PR

,Client Summary Ihterview' I e

1. D1d you 11ke this Job? Yes __ No | - .

Hhat did you. spec1fica]1y like about 1t?

" What did you specifically not like about it?

a

o 2: Did you have any problems llfting, bend1ng, carrying, etc ?

®

If "Yes," what were they?

Yes. " No
— —

.0

2
" What speC1f1c parts of the job (i. e., tasks) were the easiest to do and

) ’ - R .

wh%?f t. PR o : ,. ~ //f( 1

. : ' | \ \\

o . I

‘4.

what spec1f1c parts of the JOb (i e., tasks) were the hardest to do and

- 5. Conclusioqs

. . )
/\ .: ‘.
. &
3
. - — — .
, ) v YR i
s '
| ; \ ’
> N - N
‘*:“? 48 .
© ! ¢ .
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Greenhouse Worker (406.887) Evaluation Form |

o/

5-
k ’ Date ‘ P
| o e L g —= 5
Client Name - Superv1sor '
§ . Eval UatOY‘ ~ I
Ratlng of Nork and Persona] Character1st1cs
- Excel-" Rating |
Charactéristics 4 lent Good | Average Fair | Poor |
1. Mixes soil, peat moss, sand,. etc. |
according to fnstruct1ons
2. Plants segds, seedlings, etc.- B .
# 3. Transplants plants or trees
4, Mixes insecticides ang sprays - -
: plants
5. Thins plants
. 6. Weeds plants
7. Mﬁbes_pTants, soils etc.
8. Punctuality - i
. 9. wUnaerstapds instfuctioné_
10. lCooperates with other workers ;(AQF_N\L.J K
-+11. Motivation. to work (‘4-—»’?\; J \
12. General quality ,of work ’
" produced -
Ask §uperyisor.if he would hire&tpis pgrsen? Yeij?.ﬂi _Nﬁy?.
No ‘Why? .
¢ . : . .‘g’ Q *
.C nts’ Er i '
omment g ~
i\ ¢ P \ B N
" Figure 6: Short Evaluation Form for Greenhouse worker
Q . - '.. 49 51‘ , e
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~ JOB ANALYSIS (Short Form)
Diversified Occupations Program

For Special Needs Students
. Fargo Public Schoo'ls '

e e e —Codest - PHYSICAL DEMANDS #3-4°5
o | - - WORKING CONDITIONS 1
- < SPECIFIC VOC. PREP._ 2
EMPLOYER: . Restaurant - INDUSTRY Hotel and ReAtnunanz.
* ADDRESS: L CONTACT: |
CITY:__Fango, Nonth Dakbta . TELEPHONE: ' —
J0B TITLE:_ Busboys '\ » _ DOT CODE:__311.87¢
SPECIFIC VOCATIONAL PREPARA?ION Anything beyond shont demonAthat&onAgp to
f E |  _dnefuding 30 dayz
NJMBER OF- EMPLOYED: . . SALARY: ' $2:25 pen hour
NORK HOURS: Vang,- 11:30 a.m, - 3:30 p.m;__\ ‘ SHIFT: Néon-night-'
() PHYSICAL ACTIVITIES ~ ) UORKING COMDITIONS
?’—-‘ff1n9 . | . _X seeing ' X in51dé - ' dust ' .
2X carrying - acu1ty (far, near) ~_butside . X adequate-1nadequate
" pushing ' depth ) —__hot and temp. ' ventilation- .
) 11ing _ . «-perception, - “—.changes : ) ___electrical hazards
___climbing ___fié1d of vis1on . + .__cold and temp. ___mech. hazards
+__ balancing ._accommodation "~ changes - __cramped quarters
‘ _g_gtooping __color vision ‘ - wet ’ ' __adequate Tight
_X _kneeling . ___running Moo T humid ~ __moving objects
_X crouching _5_.tand1ng . : dry | —_high places
"X crawling . ___sitting. "X noise . T _explosives
"X _reaching _5_purning ¢ ~ ___vibration —_exposure to burns
X handling ___throwing : —__hazards . —_working alone
ﬁiglf1nger1ng _X working spged * __ fumes . X work1ng with others
_ ;5__ee11ﬁg - __ﬁpther | -+ _Xodors : “X working around
-7 X _talking - - ___toxic cond. others
" _Xhearing . . L . ‘ ‘

‘4.) : . ﬁ-‘ . c.
NORKING ATMOSPHERE

" Must be able to work around customers and not interfere with ‘their meal
Are periods when restaurant is full and customers will be waiting.

* Working quickly is very important--must work quickly during busy lunch hour.
Restaurant is well lighted, adequate]y ventilated and has a cheery, pleasant

working atnosphere

REMARKS AND COMMENTS

.. | M=medium - Lifting 50 1bs. maximum with frequent 11ft1ng and/or carrying of obhjects
: ' ‘weighing up to 25 1bs. _ _

Figure 7: Job_Anaiysis for Eusboy
, A N -




.,'

ot

JOB ANALYSIS (Cont.)

Reading: :

DJS-6-76

v

’

___uch .
' addresses
—__sales orders
auges
_ ___guest check .
- » __cash register
receipt T

Writing:

__Rwuch
addresses
records ‘

uest check -

__Other

Arithmetic:

_much

addition

Type: - division -

temperature

Other ' L.

IH

|

_Handle MOney‘ R

ves - [V
_ ___pperate cash reg1ster
@ __Mmake change

Other

Speaking:

%o customers
gives messages
x must respond oraHy

of

L1sten5"

X. takes orders frpm superv1sor

__records orders given

PERSONAL AND ACADEMIC RE

oo
. Tittle

u l

d1rect1ons

11tt]é’

~ forms
1nformat1on or
notes.for others

'Y

1ittle .
subtraction

read and record
numbers '
read numbers - not

copy -

>

——l—x t’fno. '.
[ 4
|

_X other employees
~answers telephone
" Other .

*

~_ takes orders over te]ephone,or intercom

Other

REMARKS AND COMMENTS

. s

- 53

) A
Page- 2 .
X_none | -
~__maps
__road signs
.

x none - :
sa]es order

__none
mu]tipﬂ1cat1on

X supervisor
—_—

SN
&

6000-3K8L001-78

.
At
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