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THE NATIONAL CENTER MISSION STATEMENT

The National Center for Research in Vocational Education's mission is
to increase tie ability of diverse agencies, institutions, and organizations
to solve educational problems relating to,individual career planning,
preparation, and progression. The National Center fulfills its mission by:

Generating knowledge through research

'Developing educational programs and products

Evaluating individual program needs and outcomes

' Providing information for national planning and policy

Installing educational programs and products

Operating informatiOn systems and services

Conductip leadershilideveloprrent and training programs

r_
For further information Contact: .

Program Information Office
National Center for Resear
The Ohio State University
1960 Kenny' Road
Columbus, Ohio 4321(3

Telephone: (614) 486-3655 or (8
Cable: CTVOCEDOSU/Oolumbus,

in Vocatio ducation
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'FOREWORD

Intake-7-Alternatives for Facilitating Participant Entry: An
Action Planning Guidebook is one of sixteen. products_ and serAlieq

'developed for the U.S. Department of Labor's Office of Youth V
' Programs. These product and services are intended to comprise a

"full-service" technical assistance, Model that can= be used by the
emploment and training community td better meet the training
needsof staff, and CETA-eligible youth and adults.

The contributions of,the FO'rt Wayne(Indiana) Area .

Consortium, Philadelphia Office of Employment and Training, and
Kentucky Balance of State Prime Sponsor are gratefully
.acknowledged. These sites partipipated,in tho planning and-

testig of selected produets and servi.ces.
e *

Appreciation also is expressed to project staff. Linda
Pfister, research Specialist, was the major author. 'Other staff
members,include Brian Fitch, Program Director; Robert Bhaerman,
Research SpeCralist;sSandra Pritz, Program Associate; Bettina_,
Lapkard, Program Associate; Gale Zahniser, Program Associate; and
Wilrran GoIdWaix, Research Specialist.
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'EXECUTIVE SUMMARY\
,

E ..

The inta e process is the first formal interaction point
between the e loyment and training program and the participant.
An effective, system extends beyond deteminin eligibility for
pdrticipatiOn. It is, instead, the first ste 'of a-develop=
mental process leading individuals, from unemployment toward their
own career planning tIt'rough trainingAand employment..

,

This handbook is designed to assist employment and training
staff in the'following areas:. t

1. Identifying common. problems often experienced
in the intake process

2. Providing examples of intake, strategies employed
by various CETA programs

3. Identifying advantages and disadvantages of
different types of intake systems ,

4. Outlining and developing appropriate intake
procegses fot individual settings

- The handbook is ap easy to 'use document. Following an
overview of the five tasks included in the,intake process, action
plannOg guidelines are provided,for each of the tasks.
&Suggested reference materials support the guidelines, and sample
materiills are included in the appendixes.

g
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INTRODUCTION

Purposes of the Handbook

The activitiesfrof the intake process :in an employment and
training program can be.liewed. in the narrow sense as eligibility
determination or in the broader sense as all the experiences from
initial scree'' ing through placdment. Ti-'e intake process, ,as
presented t,in this handbook, is integral to the experience in an
employmdnt and training program. The ,user iechallenged to view,
intake as the first step of a. developmental process rather than. a
routine application and inte-rview e-xperience.e

The purposes of tni,handpook ace twofold: (1) to identify
problems and pitfalls commonly ekperienced in the area 'of intake,.
and (2) to provide 9xamples of models and strategies for more
efective operation kf the - intake system.

The document includekdescriptions of various approaches to
intake, so that the readerICan see the advantages and disad-
vantages of different types of intake systems. It-is designed to
be a practical guide, one that helps the readers make application
of examples to their own unique_settings.

r

1

4

a



r

'T

Overview of Intake

As the introductory step,' the intake ,process is the first
interaction- oint between the participant and 'the employment and
training program:. The basic purpose of intake is to determine '-
who is eligible for programs and who" is not. This soundS
straightforward 'and routine; in reality, however, it is a complex
task.task. '

. .

An effectivejintake system inclUdes more than simply
determining, eligibility. It'sets the stage for what the
participant may expect from the program end, conversely, what
expectations the program has of participants. ais the
introductory, phase and, as such, includes outreach or recruitment .

of potential applicats, 9rientation to the program and tO the
world Of work, as, well.aS eligibility determination. It prepares
the clients for assessment, development of their Employability
Development Plans (EDPs), and placement in education and training
or employment.

4.

Many prime sponsors have experienced problems,in.organizing
and administering their intake programs. - Such prob4le g are
difficult to avoid because there are often conflictin needs,
such as participant interest and ability versus training and
employment openings. These problems are 'not surprising; they
parallel problems that all people encounter. A-maj.or difference,
,however, 1,s that employment and training participants usually
have limited options available to them. Thus, a Major challenge
for those. responsible for the`ineake-process is to help all
potential.participants in their career planning, whether their
next qeps are within employment and training or outside. There
is rare time for in depth career planning at this,point, but
efforts oan;be made to make intake far more than a mechanical,.
forms-completion process.

The tasks outlined, in the Action Planning portion of this
handbook are cast in a series. In most cases, this is,a
time-based geries7 outreach and recruitment, for example,.
logically precede

do
determination. However, in

situations that do not require a formaloutreach/recruitmgpt :.

effort,"this step would obwiously be omitted. Most tasks will be
occurring simultaneously. It is important to ensure, for
instance, that evaluation - -Task 5--not be delayed simply because
it logically appears last. Evaluation plansimust be laid at the
time of planning. ''

LT\ . .

Selected materiaA appear in the appendixes to assist in
planning and imp.tmentation efforts. The reader is en ouraged to4
consult the selected references that follow each subtle listing.

. --. .

2
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PLANNING FOR,ACTION

.
'.Overview

To assist employment and training; agency staff in developing,
adopting, an implementing an effective intake' program, five
essential tasks..have been identified and outlined below:

,

A

8

-7.--.,
. .

.
.

.
. .

:
l , .

1

..

Task 1 .

Determine the .type of intake process to beimplemented

. .

,

.
-

.

A

,

. ,. ,

, .......

Task 2:
Organize am:outreach/recruitment systeM

V

.
.

w

3 :

applIcan'ts and
program eligibility, . .

. Taskv
Establish procedures for interviewing

. determiirilbg their
4 . ,

V_

.Task 4: 4

Establish procedures and programs for` orientingo
to the proVram and the world of work

Task 5:c c,
iEvaluate the effectiveness of th intake prbcess

and make necessary modifikations

fr
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Action Planning ,Guidelines, .

Task
DETERMINE THE TYPE or INTAKE PROCESS TO BE IMPLI:MENTED-

1.1 Identify key personnel and community leader mho are
knowledgeable and interested in the problems,aMd poteatial
inherent in implemenbing'an.effective intake -system:
Ihtake is often-underestimate(t; the kocess4s integral /

to any effective .emplOyment and trathing pr ram.' ;In
.looking for assistance in establishing or imprdving
your intake effdrts, identify. people who have had directs
experience in implementing CETA or pre -CETA, programs,.

\

1.2 ,EstNblish a task force to advise,ih establishing or
modifying the intake process. This group would'not deal
with the legal and/or administrative mechanics of the, inItoke
process, but rather with .the overall goals and direction of
the prograM.. By includiqg both staff members (in an
existing.program)-and external community representatives,, .

you will ensure that yOu are getting input from the 'firing
line," as well as from those,who are affected as.service
providers or those employers Nho see the results of the.
intake .program. In addition; any program established will
wave been designed and,approved by this rePresentativd-
group.. To giVe the task force even greater 'credibilit-
as well as key infor,mationconsider involving formerCETA
ctwr pre-CFTA participants. One word of caution-- although a 4

. wide range of representatives gives the expertige needed,..'
keep the actual number of advisors' to teen or less. Groups ,
largerth"gh, this- are hard ,to facilitate and often fail to.

A % 'provide the,direction that is needed.

) r

1.3 Assess the strengths and weaknesses,of.current .or at°
intake efforts. Regardless of the structure of pas
employment and training prdgeams, intake hgs been p sent
because it is--at its most basic ,level - -the process of
enrolling applicants. Lessons have been learned:,, for
example, what has the dropout rate been, or what-problems
or successes have been noted by employers? For both ( t

problems,and successes, seek to find the causes. It may
not be necessary to.gtart arlew. Instead, it more'liery
that modifications can he marls to make the operation run

- more smoothly.

1
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1.4 Examine Other intake models. Hallman 0.98p) identities
three basic patterns for organizing intake and placement
functi6ns; (1.) upifded-centralized--a single office which
handles all intakelor the lOcal system; (2) Unified-
decentralized--a single set of intake procedures adminis-

.tered in diTerent.locations throughout the -community; and
(3) diversified intake arrangements- -each agency receiving
funds 'establishes its own procedyes.

:

'Each community has had 'bnique experiences in adminis ering
its Otake program. Contact communitiesthat are si lar
demographically to yours to gain firsthand insights. Also,
examine some of the Department of Labor's Knowledge
Development Reports that document experiences of various
communities. Itwould then be useful to contact that
community's intake administrator to deterMine-what changes
have occurred since the U.S. Departmept 6f Labor study.

1.5 Analyze current and potential participant trends. Although
it is'-important to look at past and present program
effectiveness, be sure to examine:potential changes in
population as well. Will partiCipants continue to live

, in the sane areas? will they have the same employment and
. training needs? There are no easy or sure answers; however,
census figures and unemployment patterns should yield
Important clues to be considered in planning.

1'.6 Establish the intake structure to be used in your agency.
If your agency has been involved in employment and training
programs previow4y, it may be necessary to'make
modifications based on input'from the task force.'
However, regardlessof your experience and the agency's
histOry, be sure to document the intake structure and
distribute the record to staff, community agencies, involved
service providers, and employers; .This ensures `that an.

,."players" know how the intake prdcess works. Encourage
feedback from individuals:irl these groups as preparation for
evaluating the effectiveness of the system.

0

1.7 Select and train intake staff Members. Depending upon the
size and structure of the 'agency, assign staffmembers,to
handle initial intake processes only orhave staff who
coordinate the entire entry, assessment, EDP development,
counseling, and placement'process. Whatever the staffing
pattern' may be, those involved in initial meetings with
potential partcj.pants need to understand the ittiportance of
this role. Training should include not only the procedural

k
6

13



aspects of the,progrm, but als9 bas'ic'skills in human
relations and career guidance. For the staff members to be
of assistance to participants, they'must have .effective
listening skills andunderstand that the goal is to
assist and not to direct participants through the program.

lb

e
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,WORKSHEET 1.

41.

f'
1.1- The foll!iwing key_ personnel and community, leaders have been

. identified:

4

s-

I

p
y

1.2 The folldwi.ng people have Igreed to serve on our task force:;

C.

7

1'

9
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1.3 (a) The strengths of our intake peogram'are:

r

(b) These strengths, are a result of the follAing:

(c) The,,weaknesses of intake program are:

(d) These weaknesses are a result of theAllowing:

10

16

1
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l.4 intakeintake Modtls

/

we will 14bt to examine include:

CUrrent and potential participant trends are:

(1\
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1

1.6 The intake structure we will use is:,

c-

,.,

1

4,

1.7 (a) The following staff members will be responsible for
intake:

...
(b) Our staff training plans are:

.

ro

L s

/
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TAsk 2:
ORGANIZE AN OUTREACH/RECRUITMENT SYSTEM

?.1 Assess current and past efforts in the area of outreach/
assessment. Since the time that employment and training
programs have targeted their services toward the
disadvantaged, it has,been viewed as necessary to plade
elphasis on ensuring that potential participants are
informed of available services. Analyze the outreach/
recruitment efforts Of CETA and pre-CETA programs to your
agency by examig previous rports and interviewing
previous staff) Make a list oe all the strategies your
organization has used andnote whether or not they have been
effective. Remember the old adage: "Those Who forget
history are destined to repeat it," -Lastly, focus on the
strategies that appear have been most effective--what
made them work, the method or the delivery system? More
specifically, was it the strategy that worked or was there
something special or unique about the staff or the
partiaipanet that wouldhave made it possible for a variety
of methodt tb have been effectdve?

2.2 Determine your agency's needs.in the area of outreach/ -
recruitment. Assessing current and past efforts is the
first step in'determining what yourne'eds are. Next,
examine your agency's purposes for recruitment and compare
them to your existing strategies and their results.
Appendix A contains a list of questions that may be useful
in outlining next stps and changes. '

2.3 Establish the metbpds to be used in your outreach/
. recruitment system. Through the assessment process, you
wild have outlined the methods that have worked for you in
the past. Methods that have been used throughout the -

, country include: posters,fliers, newsletters,
twenty -four hour telephone "hot lines," public service

-announcements on radio and television,, press re-le-at-et,
newspaper advertisements, and press,conferences. Other less
pikbIicity-oriente4,methodS include personal contact through
past participants; schools, friends and ,relatives, and
community organizations. These methods are often more .

effective and, needless to say, are also far less expensive.

13



,-2.4 Determine the rolesand d'ut'ies of the staff in carrying out
the outreach/recruitment system. One popular and effective
,strategy for implementing outreach/recruitment has been the'
"out- stationing" of agency personnel- -that is, assigning
staff to work outside the .office making direct contact with
potential partici'pants or employing outside individuals or
agencies in this. role. Be aware of these precautions: (1)

"overrecruit" and promise potential participants
prciTrams and services that cannot be offered; (2) be
cautious in using nonstaff as recruiexe--be sure that they
are well informed and do not paiston misinfarmation,,either

, to you or ta ofe potential clieNt; and ('3) maintain adfcluat;.:
supervisidd of recruiters jo ensure 'Oat they are
representing the agency accurately. Regardless of these
possible problems/ outreach and recruLtmentihave been viewed
as necessary in order to make certain that all target groups
are informed andha\ie the opportunity to be involved:

.2.5 Establish procedures for evaluating the outreach/
recruitment system. Although this topic is discussed in
Task 5, it should also be emphasized at this point.
The process of outreach/lecruitment.can be very expensive.-
It is important to continually monitor the cost-
effectiveness of the procedures 4in use. -For instance, if

N
potential clients do not read 'the newspaper, ads appearing,

Lt

there may be useles . On the other hand, if you are also
sleeking employee s PVort with the same ad, the'n it may be,a
cost - effective tool. The key is to be aware of each
method's impact and make decisions accordingly.

,,

4WD
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eACTIONf-RLANNIN.
WORKSHEET 2

Is ,
:

'have2.1 (a) OutreaVi/recr'uitment strategies that worked. in the
past.a-re:

. .--......ir-
1 .; *

1

£b) These strategies were effective for the'
following reasons:

1

Outreach/recruitment strategies that- did not
-work in

thepast are:

ay.

''

,

V

(d) Thege statecries were n' t effective tor the
following .reasons:

15

21,



2.2 14.40.o°rOur agency's purposes for recruitment

,s

# 44(

"t
I

*

(b) The ,trategies that we use to.attain_odr purposes are: +
. .

. ,

A 3 '
lb .
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2.3 (a) Recruitment.Methods we use that inc an expense to
' -the *agency are!.

I

_

, ON

`(b) Free agency recruitment methods that we use are

-

17
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.

2.4 Roles and duties of the outreach/recruitment staff are:

4

*
2.5 We have determined the effectiveness of each method usV by

our,agency in the following ways:

Il

.4
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Task 3s
ESTABLISH, PROCEDURES FOR INTER\&WfNG

APPLICANTS AND DETERKINING THEIR PROGjAM ELIGIBILITY

'3.1 Determine all procedures necessary for "processing" or
screening applicants. As the first formal cohtact with
your employment and training program, the successful
completion of the initial interview is critical for both
the applicant and the program. It is import -ant for the
applicants to realize that they do not "automatically!'
qualify-to participate its the program and thus must provide.
information and documentation in regard to their backgrounds

.

and current circumstances. For your program, be Certain t&
develop materials and train staff in techniques that will,
enable them to gather the necessary information. In
essence, systematically determine the type of information
your agency needs and decide how to obtain it--for instance,
will the applicant or interviewer be responsible for
completing applications or other datargathering forms? If
the interviewer assists in this-process, you need to
determine the amount of time required for this process.
Also, consider -having staff simulate the pflocess to' help it
run more smoothly in actual practice.

3.2 ,Develop application forms and other data-gathering
instruments to be used in the screening interview with
applicants. As with any interview, the plirpose of the
screening interview is to gain the necessary information .

in the shortest amount of time possible. Although this may
not be ideal, it is realistic if you are (and, practically,
you have to be) congerned with cost-effectienes. In
developing instrumentation, make certain to gather inforr
illation that meets federal criteria and any requirements
that have been establiqhed locally. A sample application
from the Foi-t Wayne, Indiana Area Consortium is included in
Appendix B. Although the.informatiOn obtained by using thi-S
form may be sufficient to make eligibility determinations,'
you may wish to develOp a form that gathers more specific
information about the participant. A Skills Inventory
developed by Temple University can be found in Appendix C.
This form can be quickly completed by the interviewer and
ideally can accomplish two purposes: (1) it provides
additional backgroun4 'information in determining .

,eligibility,; and (2) it helps applicants outline their
experience in "'real" ways that often do not'appear in a more
formal applipation blank.
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3.3 Interview applicants who are inteeested'in particip.4ting
in y9ur agency's program. In accordance with tie decisions
made in the above steps, ,the staff member (often called
intake or assessment counselor) will, need to know why the
instruments or forms are required and how to administer
and interpret them.. It ie-vitally important that these'
individuals 'realize that they are indeed perfor-Mi9g a

. counseling task. They need to establish a relaxed
atmosphere, providing applicants with enough infbrmation
about the employment and training program so that the . .

proceduresare not confusing or threatlening tb them. Fake'
certain -that all informatPon is up-to-date and accurate. In_

addition, al,l applicantsA,should be advised of 'tbAjOrri-ghts
and respqnesibilities. . This is an.importantStage.in the
applicants; attitudinal 'development, and .the interIceion can
have long lasting impact regardless of the outcid.of
eligibility determihatilbp.

3.4 Determine the eligibility oflphe apPlicant. -Eligibility
criteria vary from ole location t6 another. Standard
critenia.include level of disadvantage-and length of
unemploymen Dependin Upon the number and type of
applicantS-qnd also the numbers and types of training
pro'grams- and e loyment sites that are available, your
select'ion syst hay range from simple to complex. If you
have more 10l cement sites than qualified applicants,
selection is not a problem--however, in such a case, its
would appear that yoll need to direct your energies to
outritach and recruitment. it is more likely that there7
will be more eligible applicants than can be accommo-
dated. Bruno (1978) makes a strong cOZ for, establishing
a formal selectio0 system to address. his problem. He
includes a sample selection system developed by the state of,
New York to aid in this process. This is reproduced in'
Appendix/D. Although theAexample i8 outdated, the model
presented can )-)e helpful. ^.

-3.5 Share information about eligible applicants with other
appropriate agency staff members. In preparation fdethe
participant's formal entry into the pr
resultina from the initial. intervie0osho\d
the individual who will be assisting the 0,.

Aveloping an.Employability Development P1

information
e forwarded_ to
cipant ih
The

participant should not have to provide the .me in rmation
again and again. It is Rot only a waste of .time, bp is .

also detrimental to the orientation and counseling process.

Q

4 21
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3.6 Refer ineligible applicants to other social service agenciesthat can possibly provide assistance. -Sufficient
information will have been gathered through the initial
interview to give the staff member clues aS.,to where theapplicant might go for help. This is, from a social service
point of view, an obligation to be taken seriously. Thatreferral may be critical to an individual's future as an,
employable, fully functioning citizen. In atirlit'i,)n,
perfo-rmingc this service may result in "spreading the word"
about- the value of your agency.

4

-fl
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ACTION PLANNING
WORKSHEET 3

#

<0

a

3.1 (a) The information'our agency needs to obtain from each
. applicant is as follows:

I

(

s

(b)' The ideal scree-cling interview would co Cain the
following steps:

3.2 The following forms and instruments will be 'used:

23 -2 -,

0

,,

.

4

1
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3.3 'Our staff memhers - who interview participants have the
following skills:

41s

O

3.4 . (a) Eligibility criteria used by Our agency are as follows:

(I?) Our,selection system uses the following weights for each
of the criteria:

X

29
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3.5 The procedures for sharing information with other staff
members follow:

3 ".6 Agencies that ineligible applicants are-referred to include
the following:

25

30



Task 4:
ESTABLISH PROCEDURES AND PROGRAMS FOR

ORIENTING PARTICIPANTS TO THE...PROGRAM-
AND THE WORLD OF WORK

4,
4.1 Orient new participants to policies and procedures 'of the

employment and training program. Although the initial
interview provided participants with basic information about
the program, now that they have been determined eligible for
partiCipation, all pertinent information should be provided.
In some cases, this may simply be more detailed information;
in other cases, it may be introducing the variety of
training programs and emvloyment 'opportunities that are
available throughOut the community. This may also be an
appropriate time to provide information about the -world of
work, especially as it relates to the participant's

:

occupational orientation, exploration, and planning. A
variety of materials is available, to assist staff in
facilitating this process. Some materials developed
concurrently with this guidebook are listed in the
bibliography,

4.2 Detei-mine initial assessment needs for the program and the
participant. One pitfall to avoid is over testing the
participant--particularly at the point of entry. HoweVer,

- you may decide that you want to gather some "baseline" datao,
on all participants. This is not an inappropriate purpos; .

however, it may not be of maximum use to the participant. A
balance needs to be struck. A comprehensive assessment
program should be established so that any instruments
administered meet participant needs as well as agency goals.
Detailed information about organizing an assessment program
can be found in a companion handbook to this manual entitled
Testing in Employmeht and Training Programs: An Action
Planning Guidebook.

4.3 Develop an Employability Development Plan (EDP) with the
e- participant.- Development of the participant's EDP actually

begins at the initial interview. If the information gleaned
during that interaction is forwarded to the appropriate
counselor, it should be easieefor b9th the participant an
counselor to formally begin the planning Process. Although
an EDP is reauired for each participant, the counselor needs
to ensure that its development does not become a mechanical
'process.

27
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The EDP is the participant's planning guide and monitoring
instrument. A7copy of the plan accompanies the participant
through all aspects of the program.' A handbook designed to
assist statf in developing EDPs with their participants
is referenced at the end of this section.

4

4.4 Determine appropriate placement for the particip-ant.
Through the assessment and development of the EDP, the
counselor can begin to .see what types of ,training may be
needed by the participant or the types of employment that
the participant is ready to undertake. In many emplOyMent
and training progVIms,zp program mix, -has worked most
beneficially for participants. This entails Work experience
combined with training and/or remediation. The process 9f
maiching the participant with the right training program or
employment opportunity is never an easy task. Participants
need to, khow that perfect matches are rarely possible not
only in your program, but for all people in all
circumstances. However, by using the assessment/EDP
process, they are purposefully approaching the next
step--but certainly not the final step--in their own career
deveAopment processes.

lbw

4 28 "I
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AC/ION PLANNING 1

4
. WORKSHEET 4' 1

. 4

. , .

4.1 (a) The fotloWlng program infoff-Matior) will be provided to
_ each new participant: ,

IP

c

e

,

I

(B). The following occupational orientation, exploration, and
planning informNtion will he provided to each new
participant:

/\ .
29

4

33
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4.2 (al The following information and data are, needed about each
participant for program purposes:

,4c

(b) The following instruments are available to assist
participants in identifying their own needs.:

I.

34
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I

4.3 The process for deveLopinq each participant's EDP" is as
follows:

,,,
.

.
) ,..,

.. LP-

I

x

.

.
.

4.4 (a) Partic pants can enter the following trairang kograms:
,

.

, .

1

1

t

.
.

.

. ,

\ .A.
. 31
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(b) Participant" can obtain the following types of
employment:

t

r

ti

(-c) The following program mix combination's are available:

°

36
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Task 5:
EVALUATE THE EFFECTIVENESS OF THE, INTAKE
PROCESS AND MAKE NECESSARY MODIFICATIONS

5.1 Determine the criteria to be used in evaluating the proyr&m.
The effectiveness of employment and training prograls can
be judged from a, variety of standards--dropout rates:And
numbers of participants served are two that are often
mentioned. First determine your own standards for success.
Start by returning to Task 1 in which you determined the
type of intake systems to be implemented in your agency.
,What criteria :,were used to frame the program?, Use those
same criteria to measure progress. You 'nay decide to
evaluate on a component-by-component basis; that is, examine

. first the'outreach/recruitment system, then ehe process for
determinipg,e ligibility, and so forth. The process for-
determining the evaluation criteria should not be carried
out by one person:. Once a'gain, the task. force can serve a
vital role to improve the program operation.

5.2 Determine methods to be used in the evaluation. There
are two levels of decisions to be made in deciding the
methods to be used:

6

Who will perform the evaluation--internal staff or --
. external cowultants?

, What techniques will they use to carry out the study?

The first issue can be resolved by analyzp?g-the_ex'pertise
available on your staff or with the system as well as the
capabilities of external consultants. If both options are
alienable/ which will ,be most credible as well as cost-
effective:

q

The actual techniques used will depend yin part .m-1 the
criteria established earlier. For instance, if you aoe
concerned with the employment patterns of participants after
they have left 'the program, you may wish to do a follow-up
'tudy. .Thi's would undoubtedly require the. use of a
questionnaire. and would be administered by mail or possibty .

through telephone interviews. If you are measuring the
* effectiveness of the:outreach/recruitment system, you mayl
want to gather information during the initial' interview,,

A

4
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411 ACTION PLANNING

WORKSHEET 5

I

5.1 The following criteria will be used to evaluate the intake
process:

5.2 (a) The-following individuals will carry aut the` evaluation:

I

(h) Thetechniques to be used in evaluating the progress
are;

35
38
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4
5.3 (a)' The process for collecting the evaluation data is aS

follows:

30 (b) The process for analyzing the evaluation data is as

I

39

36
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The following audiences will ,receive the evaluatioNglts:

The .process, for presenting evaluation findings
force is as follows:,
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'Appendix A

Sample Outreach /Recruitment Questions

"i Are recruitment efforts consistently fewer than planned?

Do last minute efforts to obtain recruits leave your
intake unit and counselor overburdened wi-th work?

a

Are inappropriate applicants being referred to your
prograin?.

Do outreach applicants express misinformation or
diMerentundersandings about the pirposes of your
program?

6Do employers have little, no, or inaccurate inforMation
abolitit your program?

. Are dropouts significant concern to your program?

Do "outreached" individuals fail to show.up for intake?

Do press dr other media convey misinformation about your
program, ignore t, or express negattKaeelings
(editorials). about it .

Are staef members able to identify who is performing
recruitment or what'it includes? V

p

To recruited applicants consistently fair to meet program
rpriorities or entrance criteria, orare largetnumbers of
outreached appliants showing up. at intake?

Do recruited applicants have unrealistic expectations
about the equirements or services of your program?.

.

Do you have enbugh. informaton about the existingoservices
in. your program to adequately assist the applicants?'

-*94110..ft NOTE: °Adapted from A Systems 'Approach for EDP /,Counseling
Development in CETA. °Bratotree, Massachusetts: A. L.
NelJunrand Associates, Inc; 1979.

C



Pppendix B

FORT WAYNE AREA CONSORTIUM :APPUCATION FORM
"U. ENTRIES

1 2 3 4 5
SOCIAL SECURITY NO.

I

NAME OF APPLIC.NT (LAST NAME (MIST) (MICOLS) GATE

M Y

6 7 8 9 10
FIESIOEtiCE ,ACCRESS CITY ZIP CODE TELEPHONE COUNTY

11 12 13 14
'

15 16 EDUCATIONAL STATUS
EriATH0471

M 0 T'

AGE SEX

I M
2. F

ETHNIC GROUP

1. BLACK 4 AMER. INO.
2. WHITE 5.. HISPANIC

3. ASIAN

MARITAL STATUS

t MAR. 3. OW /SEP

2. SNG: 4. W10.

1. WW1 011Kpul Ilignest gracli4 0=0
-.

2. H.S. &octant ,.. 1419nest giale come

3. Hien Schaaf Graduate

4 Pint of S. a. Aceoenue 7. Voc... C. 7401. .

Last WWII attlirKIOR

17 18 19 20 FAMILY STATUS.
PRIMARY
Marie
EARNER

/ - NO

2. YES

NUM8ER OF
OEPel0ENTS

.

FAMILY
SIZE 1. Snipe panne

2. Pinot in IN.yo-Parent tunny

2. Other family memo./

4 NC"0004041316114 Iniatvottuat

*

21 'ECONOMICALLY DISADVANTAGED
NANaCAPPED

I NO 2. YES (SPECIFY).
,

22 VETERAN-STATUS 23

CERTIFIED I NO 2. '/'ES1ETERAN

TyPeot clam-woe
OISASLED vET
', ..,
I NO

2. Y Es

. . .NO

EttleitfrIllftt Illt
242. /ET

Oisatarg can
1H1-113L1C ASSISTANCE

1 NONE 3. WIN AP0C:VVIN CASEWORKER

2. APDC 4 SSI

NAM ERA

25 26

OFFeklEll

r No .
2. Curren
3. Previous

-TV* at offense

INsLTTUT10NAUZED STATUS
Name of Facility

1 N0 A
5. OTHER (SPECIFY)Contact Potion

2. InItItt,lttarlasa .- Cass Nurnoer

1....
3. avatar Outpatient

28
4 Shattered Worenoe '
5. wore Reims,

FOSTER CHILO 1 NO

2. YES

FOOD STAMPS 1 40

- 2. YES
29 30 31 32 33 34 35 EMPLOYMENT STATUS
U.S. C.4712EN

2. YES

ELIGIBLE
NONC1TIZEN

1.151

2. A143A
3. 144

I-

OISPLOO.
HOMKR.

1 NO

2. 'ES

FARM
Rumen,

I No

2. YES

MIGRANT 08
SEASONAL

A
MEMBER

1 NO

2, YES

LIMITED
ENGUSH

1 NO

2. YES

1 U . 3. in School
.-

2. U s Employee

36 e
EMPLOYER'S NAME AOORESSN WAGES PER HOUR HOURS PER WEEK COT =OE OF JoE

A 1 U.
. .

..

4013 TITLE7 FROM TO SKILL/EXPERIENCE REASON FOR LEAVING
0,......

37 38 39 40 41 42
REGISTERED ITH
ENIFLOYMENT SERVICE

1 413

WEEKS UNEMPLOYED

I Cunnti Ian 12 \Nowa,

RECEIVED
LAYOFF NOT1C

1 NO

2. YES (Saely,

f

ON STRIKE

1 NO

.

2. YES

UNEMPLOYMENT
COMPENSATION

I NO '

.-2.- FILED/ EUG

3. PECEIvING

Start
t

QUIT LAST JOS WiTHLN LAST
, 5 MO. 'A I 1 GOCO CAUSE.

I NO 2. 'ES

..

2. Curmq urt 20 weeks
.

I CERTIFY THAT nae INFORMATION GIVEN HERE IS TRUE ANO '
ACCURATE.

EIV,','IREIT6'412,31".TGRAE4--,:?4E 'O'422"8,f)T241Ei SIGNATURE OF APPLICANTTATIOg TO SUPPORT ANY STATEMENTS MAOE. I nJRTHER ,
UNOERSTANO THAT ANY FALSE STATEMENTS MADE KNOWINGLY
COULD RESULT IN MY IMMEDIATE TERMINATION =ROM CETA IF APPLICANT IS UNOER 3.
ANO LEGAL ACTION TAKEN AGAINST ME SY ?1,E FORT WAtyNE

SIGNATURE OF PARENTIGUAROIA4AREA CONSORTIUM ae



Appendix C
Temple University

PHILADELPHIA EMPLOYMENT TRAINING. INTAKE SYSTEM

SKILLS .INVENTORY

Client's Name

Date

SSN

1. Skills acquired through formal education: 0

Comments:

2. Skills acquired through special training:

Comments:

9

3. Skills acquired through experience:
a. on the job :

b.- in the home

c.$ in the community*

Comments:

_Assessment Counselor

9

4

4-2 43 4

Site

Field Test 5-22-81



Appendix D'

A CETA Participant Selection System for Titles I and II
k

.

Using the System

This selection system, specifically designed for New York
State prime sponsors, is intended to serve as a management
tool. By using this system. a coordinator will have an addi-
tional tool for the selection of CETA participants. A' score,

*obtained from' a matrix, provides for the selection otindivid-
uals based on need. Therefore, persons with', the ,highestpointsthe most needyare then selected for a particularprogram.

Conversely, when funding for a program',is halted, the
matrix may be used as a layoff system. Participants with the
loWiest point totals are basically Tie ones who"are least inneed; therefore; y should be thefirst ones'to be-laid off. .

By choosing this system, program coordinators, are able toconduct an as4essment of their participants by, making 'acheck of the participant's score over a period ot arne because
a higher score indicates a more needy person. Forinstance, ifat, the end of -a training period a participant has a higher

. score than when he or she entered into training; the employ-'
nt has not beep beneficial or the 'particiPant needs moreing.

,Method. The usefuln5,aTgot, is system is partiaHy reflected
in the ease with 'which it is set 110. The vertical categories (see
matrices at end of next section) are labeled as economic char-acteristics and do not change from prime sponsor to prime

5'

ST

.1.

sponsor. Horizontal components are social characteristics
and reflect significant segments within the Prime sponsor or
balance-of-State area.

Beginning at the right-hand side, number' the..ocial char-,
acteristics commencing with ohe (1) and proceed in integers.
This is done so that.the category that has the highest number'receives the highest priority. Economic characteristics are
numbered from bottom to top, starting with 1.0, and pro-ceeding in two-tenth intervals. The rank fbr a category is
arrived at by cross-multiplication.

A final score is obtained by adding the points for each spe-cific social Characteristic on one horizontal line. For example,if a CETA 'participant is eligible for a Title I position and isa food stamp recipient, the interviewer would use the second .horizontal line. Assume also that the individual is the head of
a household, 27 years. of age, and a female; the total score isthen 22-11 for head of household, eight for being in the 25
to 44 agt group and three for female.'

tRules. Paragr'aph 95.31(c) of the CETA Rulis and Regula-
dos (May A 1975) provides for the use of 'a systerf that
establishes priOrities:

I. A person may take credit for only one economic Charac-2
teristic; i.e., whichever yields the highest rank.

2. A person must claim at least one social characteristic, but
should claim more than one where qualified.

45
44

t



3. A person may claim only one kind of veteran- status; i.e.,
whichever yields the highest rank.

4. The economic characteristic defines which horizontal line
to use,.

- 5. The "other" category is also included to give an inter-
viewer some managerial control over the selection process.

6. Only one "family member" should ordinarily be included
in a county's CETA program.

7. Participants must be informed that job opportunities are
transitional and will not ordinarily exceed 18 months:

Categories. The economic characteristics determining
'eligibility of- potential participants for each of' the titles are
defined in the CETA Rules and Regulations. 'They do not
vary from county to bounty or from primp sponsor to prime

'sponsor. They are targeted to the population that the specific
title was designed to serve.

A significant segment, defined in patagraph 94.4 (yy) of the
Rules and Regulations, is a group of people to be charac-
terized, if appropriate, by sex, age, and racial or ethnic origin
and by occupational or veteran status which causes them to
generally experience unusual difficulty in obtaining employ-
ment and Who are in need of the services provided by the title:
i.e., a significant segment need not be the same in all titles.
Other descriptive categories- may be used to define a sig-
-nificant segment, if appropriate.

Data on significant segments may be'obtained from several
sources, including the following:

I. 1970 census of population.
2. Unemployment insurance beneficiary data.
3. Employment security automated reporting system

(ESA RS).
4. The universe of need.

5. State-aided programspublic assistance enrollees,
6. Economic profilesNew York State Department of La-.

bor, Manpower Planning Secretariat.
7. Labor force data.

One of the basic- responsibilities of prime sponsors in ac-
cordance with paragraph 95.1 of the Rules and Regulations
is to establish priorities for'receipt of assistance authorized
under the ac taking into'account the priorities identified by
the Secretary and the significant segments represented among
the economically disadvantaged, unemployed, and underem-
ployed residing within its jurisdiction.

Titiel
.

Economic Groups To Be Served

I. Home relief recipients.
dividuals first, ths,rwrine
welfare burden-currently

By serving those most needy in-
sponsor is relieving the enormous
in place in all seats.

e

2. Economically disadvantaged. As defined in paragraph.94.4
(t), ( I), (2) a person is poor (if he or she is a member of a
family (adapted in accordance with paragraph 95.32 of the
Rules and Regulations):
a. WHO receives cash welfare payments or
b. Whose annual income, in relation to family size, &Se.

not exceed the Office of Management and Budget pov-
erty level.

3. Unemployed. As defined in paragraph 94.4(ggg), (1), (2),
a person who is without a job and who wants and is avail-
able for work, defined as "a person, who did not work dur-
ing the calendar week in which the determination of his or
her eligibility for participation is made."

4. Underemployed. As defined in paragraph 94.4(fff), (I), (2),
a person who is working part time (less than 35 hours per
week) but seeking full-time work, or a person who is work-
ing full-time work but whose salary relativerrfamily size
is below the poverty level.

Special Consideration. Adapted in accordance with para-
graph 95.32(e), (1), special consideration shall be given to vet-
erans in two categories:

I. Disabled veteran (defined in paragraph 94.4[2], [3]) is a
person who served in the armed forces and who was dis-
charged or released therefrom with other than a dishon-
erable discharge and who has been given a disability rating
of 30 percent or more.

2. Special veteran (defified in paragraph 94.4[zzl) is an in-
...tividual who served in the armed forces in Indochina oral

Korea between August 5,1964 nd May 7, 1r5, ancivho7.
received other than,a dishonoratife discharge.

Social Characteristics,

I. Bead of.4ousehold. Defined as a person who is eligible to
claim more tharthimself or herself on income tax forms.

2. Dropout. Defined as an individual who is at least 25 years
old and has not attained 12 years of education.

Title H

Eligible Areas. An area of substantial unemployMent (de-
fined in paragraph 94.4[d],[i], [i],[ii]) shall mean any area;
which: *

I. Has a population of at least 10,000 persons.

2. Qualifies for a minimum allocation of $25,090 under Title
II of the act.

3. Has a rate of unemployment of at least 6.5 percentfor a
period of 3 consecutive months.'

46,
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Ecomonic Groups To be Served. Adapted in accordance
withparagraph 99.36( b):

OUnemployed persons who have exhausted their, unemploy-
ment insurance benefits

2. Unemployed persons 44tio are not eligible for unemploy--
merit insurance benefit

3. Persons who are unemployed for 15 or more weeks.

4. Persons who are unemployed for at least 30 days but not
more than 15 weeks.

Special Consideration. In accordance with paragraph
99.37(a),(b),(c) special consideration shall be given to:

I. The economically disa"dvantaged:
aoHome relief.
b. Ottfer economically disadvantaged, such as food stamp

recipient' those who have a family income below the
poverty, level.

2. Veterarfi
a. Disabled:.
b. Special.

3. Former trainees.

1.8

'4 1.6

-e

14

I.

1.2

1.0

4.

CETA TITLE IINTAKE

'" Social Characteristics With Assigned Weight

9 8 7.

Conclusion

-
It is important to note that the matrix cam and should be

tailored to individual counties. Each county has kts own prior-
ities and significant segments. The county manpower coor-
dinator. must decide whom to serve: once this decision is
made, the self - sustaining matrix will accomplish this end.

. The matrix converts client characteristics into a numerical
code that can be combined into an overall rating of eligibility
reach client. This instrument addresses one of the frequently
cited problems among prime sponsors. In view of, the eligi-
bility requirements as spedified by the Rules and Regulations
under CETA and the priority classifications identified by the
coordinator, how does one decide whom to enroll when there
arg a number of people meeting criteria for eligibility and

'representing different target groups? This matrix. addresses
the problem by qtiantifying these characteristics so that they
can be combined into a total score.

Finally, it must be stressed that. while the matrix Is not the
final answer in a participant selection system. it is an im-
portant to& that can aid employmefit and training planners
in most.effectively serving their respective populations.

PR'iFERENCE MATRIX

6 1. 5 4 3 2
.

Disabled
veterans

Ileterans
,

-
Heads

of
hotiseholds

, .

Dropouts .
25 to 44

years
of age

45 years
and
over

,

Under
21 years

Minorities
and

women
Other

Home '
relief

recipients
l't

,

14
,

4

13

-...

11

,

.

9

4

1 , 5 4 , 2

other
economic-
ally disad-
vantaged

14 . 13

-

1
/

11 , .

..

10
.

8

-

6 5 . 3

Unem-
ployed 15
or more

Weeks

-
13 .11

..
10)

t
8

,

a 7

c

6 4 i 1

Unem-
ployed less

than 15
weeks

11 10

.

8

'
-

7 , 6

t
5

.6.

4 1- i 1

.

Under-
employed

9 8 7 6

z

, 5

-
I 4 3 _' I

n
NOTE The r lues in eaeltcell 1 ouareiare derived by multiplying ..14.1.11 lhltAller111111. *eight hr ClUAUMK 0.1r.n.teristiCrectsht .Ind then ruund nit uir These weights as wen as the pos uon at character-

.istics are illustrAtre To use thus svocm prime eponsori would Incite choJciertmICS .Ind onion values acordine to that' needs and who,
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14

12

CETA TITLES II AND VI INTAKE PREFERENCE MATRIX

Social Charactenstics With Assumed Weight

10 9 8 7 6 5 3 2
I

I

Home
relief

recipients

Other
economt- -
tally dis-

advantaged

Disabled
veterans

Veterans
Heads

of
hohouseholds

Former
trainees

Older
workers

Youth
Minoru.

and
wOmen

1°the.

Unemploy-
ment in-
surance

exhaustees

16 , 14

.

13 11 la 8 6 5 3
.

t
2

Not eligible
for unem-
ployment
utsuranct

14

1
13

.

11 10 8 7 6 4 3 1

Unemployed
15 or

more
weeks'

12 II 10 8
'751

7 6 5 4 2 I

P
Unemployed

less

than
13 weeks

10 9 8 7
.

6' 5

.. -

' 4 2 I

[t espial:soon ,ee footnote JvcompanvineCETA,Tille I Matrix above

,1

0
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4
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