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{, Follow-Up and Follo w-Through in Eﬁ’)p/oyment and Training Programs.: An Action Planning
Guidebook is ong of sixteen products and services developed for the Department of Labor s Office -
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- , - EXECUTIVE SUMMARY
) b . . k) R *
.~ Whilé collection of follow-up data is mandatedefor reporting purposes, creative use of the °
follow-up procedure can yield a number of other benefits. The most obvious is the feedback that
can be used to improve program offerings, curricular content, and the overall reparation of )
. participants for a job. Another advantage the foII&vup system can provide is ?he opportunity to
' deepen contacts with employers in the community and to gain additional information about the
- labor market and the hiring, training, and promotional practices of businesses.
v - N ) »” . .
8 . Itisimportant that fol|ow-th‘rougﬁ with the\‘particip,ant be closely related to the follew-up
S, .effort. §pe long-term effect of the prime sponser’s previous services to the participant may depend ’
- on helping the participant (and perhaps the employer) to address any problems that surface in
- follow-up. Counseling and referral. to needed support sefvices or sources of additional training can
be of tremendous aid in job retention. . '
P . ¢ N
-+ This quidebodk is designed to assist CE TA prime sponsors in obtaining the maximum benefit T
for-their participants and themselves from follow-up and follow-through activities. With'regard fo
. _ follow-up, one of tHWobjectives is to provide information about the procedures used by other .
+~ prime sponsors and their thoughts about what experience has proven etfective for them. A second o
objective is to relate this experience to particular purposes for collecting follow-up data and to
provide guidelines for accomplishihg-those purposes. With regard to follow-through, the objectives .
are to develop procedures for’usingﬂfollow-'up data to identify problem areas and to develop
.+ strategies for using this information in offering suppartive follow-through services to participants. -
.+The guidebook is organized for.quick usage and ready reference. After an.overview of the
essential taskior follow-up, action planning guideliries are given for each of the tasks specified.
The second section gives an overview and the relgted.quidelines for the essential tasks for follow-
through. Reference materials to enable users to carry out'the guidelines for these tasks are con-
tained in the Appendices. An accompanying set of worksheets proi/icjes for agency-specific analysis . .

° according to the guidelines. - ~ : coL

e
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surveyed to obtain expanded information to share. ‘
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INTRODUCTION -

Purposes of the Gtﬁdéboo{( . ~
9

[
s

‘While collection,of follow-up data is ma ndated for reporting purposes, creative use of the
follow-up concépt can yield ‘a number of other benefits. Many employment,and training agency
staff persons are aware that they are obtaining little from their follow-up efforts beyond what is
required, and they are raising quéstions about how addjtional meaningful information can be gleaned
for the agency and for participants. The possibility of using follow-up information for follow-through
assistance for participants leads to questions-about how the process can be structured to accomplish
this function without expanding the level of agency effort and funding., ) .

This guidebook addresses such questions. The guidelines offer principles by which td make,
judgments or determine a course of action; hence, they are called “‘action planning gujdelines”,
They provide concrete strategies and suggé?ted activities for relating those strategies to specific
agency needs. T :

Many of the guideljnes were derived from a synthesis of recent writings on the topics of fc}llow-
up and follow-through. However, not, enough is available that is as specific and detailed as practi-
tioners in employgnent and traihing agencies need. Therefore, a number of prime sponsors were .

¢ o »

Fifty-seven requests for information #ere sent to an approximately equal distribution of prime*
sponsors in large cities, multi-county consortia, and balance of state groups across all regions. A
later group of sixteen requests was sent to prime sponsors in regions underrepresented in the ngm-’
ber of responses received from the original mailing. Agencies were asked to sharethe forms they use
and to indicate on them the questions that have yielded information helpful beyond the reportorial .
need. They were encouraged to comment on effective (of noneffective) aspects of the follow-up
process. A total of thirty-one responses was received‘,. and insights from these responses are included

with the guidelines. . \

~

.
i

The guidebook is structured according to the recommendations of a number of employment
and training sjaff persons who need a reference for quick usage and spot checking of spegific tasks
in the folloy/up and follow-through process. The guidelines are presented in task categories, and

- a corresponding worksheet accompanies each task. : .

-~ "

. e
o .

Overview of Follow-Up and Follow-Through o

- Follow-up is a process of gathering job-related information from former participants and their

employers. Nothing about the term "follow-up” indicates any purpose for conducting it. This can
be'a source of confusion, as people,may assume different purposes unless$ goals and objectives are

" agreed on and clearly stated. These goals and objectivds, then, give mganing to the,follow-up process

because they state why people are carrying it-out and what they i*r};qr;g;t\qdo with the results. Afl’

tasks withiggthe process follow logically op-the identification of,th; fénd objectives. .
% ! ‘ . Y A

5
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The term "follow-through” is.not of the samé nature; it indicates carrying out to an end what
has heen planned or begun. The goal js_inHerent—to finish the work identified earlier. But are all
agency personnel in agreement on exactly when the work is completed? Is the agency, responsibility
discharged when a participant terminates? Obtains a job? Keeps a job for several weeks;? Or several
months? To answer these questions one is required to go back to the original.challenge: the work to
be finished 1s ' 7

"to assure that tramm and other services lead to maximum err\ploy ’
.ment opportunities agd enhance self- suffncnency _
(CETA 1973, 8ec.2,p. 1) © ’ . . .

Clearly, follow-through tasks demand some attention.
+ % .
The tasks presented are not cast in any -rigid fime pattern; in fact, each mlght be c0ns|dered v
ongoing so that no decisions are labeled, as final. Obviously, it is important to be flexible since the
needs of agencies change, as do the needs of individuals. Furthermore, since follow-up and follow-
through come at the end of a chain of services to the participant, there is a need to adapt ag changes
are made in the earlier service links. .

.

.
~

’ N%r are the guudelmes intended to be a programmed system. Not all of the point¥ apply in
every situation. Users nust analyze the important elemenfs in the process-and determine the steps
that shouid 'be taken IocaIIy Major gu}dellnes have beéen set in bold type to assist in working through
them, and corresponding worksheets have been provided so that users can specify the ways in which
those gdidelines can be implemented within thew own agency. . N
& .
The pext section of the gmdebook iivolves planning for action in the follow-up area. The
succeeding section explores planning for follow-through action. Readers are encouraged to research
both of these areas further if their needs dictate, by consulting the references listed in the bibliog-
. raphy. R ' .o « .

. L]
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- . PLANNING FOR ACTION | , .
v - - c ) An Overview of Essential Tasks for Follow- Up : - )
' In order to assist employment and tralmng agency staff in rmplementmg a follow-up process
a synthesns of seven essential tasks has been developed ”\
’ ‘ r‘r\ ) ] -" .
c . Follow-Up Task 1: - T : s

Identify purposes of follow-up activities for your agency

. . AY

T - \ .-

Follow-Up Task 2 SN -
Design a fo.IIow -up strategy to corTBSpond with the purposes identified

o U (¢
. y , FoIIow-Up’Ié k3
Decide'on proceduires to cariv out the strategy

1 o N

\

". Follow-Up Task 4: . .
g Develop aids for data collection

. -
* ) . \ »

' L ’ FoIIow-Up Task 5: )
: . ‘ Collect d8t4 . .

o T - Y

Follow-Up Task 6: .
- Analyzedata . | "

Y

" I K o Follow-Up Task 7:
Commupicate information for use according to identified purposes
hd 5

\

. ~ \ »
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" obtained through follow-p activiti

0y

Form a planning committee of

' ACTION PLANNING GUJDELINES ¢ «
Al > A e . ° e
- . A ) N . . . . /, .
» » .o
- . Foliow-Up Task 1: P @; .
_IDENTIFY PURPOSES OF FOLLOW.UP- 3
. ACTIVITIES FOR YOUR AGENCY - -
. — \

Identify the decision makers and information users who might have a need for information '

those who have responsibility for followsup and those to =

.
U i

13

es. .

.

'

Ll

identified as involved with,using the results,

Also incjude some of the employers who may be >

providing follow-up data. Thé committ

ee shou

Id operate under the leadership of a key person °

with responsibility for coordinating follow-up activities. The committee’s role should be to -
develop a list of information needs and rank the items on the list. In addition, this group
should monitor the follow-4p actiVities in a general way to assure that the information gained .
serves the purpoges identified and that these are reviewed periodically. X . O

L)

. . v - . L T
Make certain that the follow-up program operates as part of the agency's overall program and

" * and the needs and priorities withinit. ~ °
The viewpoint is sometimes exp
. and money, are in short supply,
formula, gets short shrift. It isimportant

embarrassing and are ‘’swept under the rug,”’ the effort
that, if follow-up studies are important enoug
important enough.to use. 7. .

« Program evaluation and improvement
o Labor market information
e Follow-through -

All prime sponsors surveyed gather informatfon potenti
. and follow-through purposes. Approximately oge-fifth

ressed that meaningful follow-up is a
quite often this area,"'which is not built iwo t‘t&\e agency.’s cost
to think the question through in a cost-benefit

manney. The effort can be justified only if the data generated leads to new insights that yield
cogent and helpful recommendations that arg implemented.

Consider a wide range of burposes to.dentify those that have meaning‘for your agency, in

sepves the agencfs goals. Identify purposes consistent with the' scope of the agency's program

» -, .

"luxury,” When time

If the results go unysed or prove
is wited. A’point to be pondered is

h to be mandated, then their results should be

& -

categories such as: . .
¢ Reportorial (accountability) ) .
( e Planning .

ally helpful for reportorial, planning,
of the respondents gather pfogram

improvement informatipn. None indicated gathering labor market information. .

- —
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Consider detailed aspects of each categdry of purposes. .Use the information provided on the
next pages to supplement your own ideas and resources. - ' ~

Once the purposes have been decided, write them as goals. _Then write objectives related to each
goal to specify the desired outcomes. Be sure to include a list of specific information needs,™
who needs that information, and when they need it. Try to write the objectives as clear and
concise statements. State them in measurable performance terms whenever possible. These will
be the basis of the design of follow-up strategies, so it is important that they reflect the needs
as precisely as possible/ . , ‘ ] )
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1 Reportonal (accountablllty) This type of follow-up provides evidence that current services ‘

-

Purposes of Follow- Up Activities . . , x ]

r 4 . R . >
rendered to partictpants are yielding results in relation to the established objectivés and the money )
expended (i.e., effectiveness, efficiency, and relevancy). It allows agencles . n

a. To c0mpr wizh-Department of Labor legislative specrflcatlons for reporting -
b. To prowde support for the program ih response tb pressu res to divert the reso,urces elsewhere; *

to competé f&¢ resource allocatlons .
To advocate that additional fu nd|ng would be justified or that existing fundlng sho@

aflocated |n different ways \
d. To provnde evidence that the prg;ram meets: COmmunlty, state, al\td federal needs
. For programs with program-operator incentives for quality placementsand |ob retentnon to
) venfy placements and evaluate their quality . .

.

LY

2. Plannrng This type of follow-up contributes to administrators’ athy to plan meaningfully on
the basis of information. It allows a ricies: )
a. To contrlbute to decisions about expanding, deleting, or rewsing existing programs ~ * ° .
b. To find out how cost-effective program operatiohs are in ternﬁ of participant time, mstruc ¥
tional time, materials and equipment, and use of facilities
To determine the number and kinds of employment of former partrcnpants and their
geographic and occupational mobility LS N, e
d. Toprovide both internal and external justlflcatu}n for decnsmns

3. Program evaluation and improvement: Thls type of follow-up identifies strengths and weaknesses
in the program and solicits suggestions for improvement. |t allows agencies:
a. To evaluate the overall effectiveness of seryices by measuring participants’ ability to perform

satisfactorily on the job & . _
b. To.obtain feedback about the program from partncnpants after thty have been in the work '

world ‘
c. To record participants’ observatnons about strengths and weaknesses of specific components

of CETA services from their vantage p0|nt in#he work world

d. To determine program relevance. Are the- owledge and skills learned in the program
- actually used on the job, important on theliob_and consistent with job practices?

[}

e. To identify needed |mprovemen}s-|n fraining
f. To obtain employer input for usisln setting program priorities and glvlng d|rect|on for
4

imp rovement B ) - :

g. To compare progfam standards with od upatlonal standards
{
h. To provide d|rect|on and €mpbhasis for juldance and counseling

; .
4, Labor market information: This type of follow -up supplements other sources of labor market
information to be, used in Planning and program improvement, It allows agencies: .
a. To obtain employer input for use in giving participants a better understanding of the work
world in general and job requnrements in particular ’
b. To improve relations between the agency and private sector, business, industry, and labor;
to inform and involve busnness industry, and labor

1




; — LY

* ¢. To maintain and supplement information files on employers regardlng level angt types of
employment hiring, support and retention pract|ces and overall needs and expectations

d.. To learn how new technology is affectlng the job market so as to adapt reallstlcally '

o

-e To identify occupational trends <
N A
*f To determine opportunities for job advancement . )
. :k ‘q. To=prowde data'to be used In calcuIatlng the supply of tra|ned workers by job category
‘ . 5. Follow- -through: This type of follow up enhances job retent|on and career progression.* It allows
. agencies: © S . .
" ‘, . a. To determihe h0w satisfied emponers are W|th the work of forrnéF‘partrclpants
b. To find out how satisfied former Participantsare in their jobs ’
c. To determlne how thg agency could be of further assistance to fprmer participants in terms
of counselmg, placement, of referral; specifically if a person |s,
. — not employed and needs job-search assistance .
I “ 1 /— employed put having problems on the job; needs ]Ob adjustment counseling or
- X - referral to a source of additignal skill training ~ .
‘ — employed put’ Str_uggllng with personaI problems such as transportatlon child care,
. legal obstacles
— employed buf encountermg problems based on sex, race ethnic background or
- handicap ., -« - . . .
« ° d. To finqout f former pa‘rtlclpants are ruamtalmn@elf assessment through an extensioh of
. C their Employability Development Pfans and to encourage them to do so
. e Todentify needs for services not currently provided by the agency or available through
o referral . y
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o " FOLLOW-UP ACTION PLANNING WORKSHEET 1

\ mation gbtained through followhup activities are: <
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e " 1.3 Ouragency’s justification for expending effort on follow-up is: ‘
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1.1 In our agency, the decision mak{r‘s and information users who might havé-a need for infor-
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1.4 The purposes we should ce;nsuder*are: § .
A S
i ’ ‘ o‘ v ~ .
* = L < .
Al -~
- - Il ,
. ) - . ] h < .
> * L '
'\ . M . . . . -
- A r N - P
- - L -
. i ' ‘
[ .. )
+ & N - a .
¢ 1.5 The detailed aspects, to be considered for each of these purposes include:
. < N -~
Al . ' - 3 .
\ ) ‘
. . ) / B
. ; - ~ .
. ‘ N
¢ .
Al . -
- .
~ "
° s
. ‘ . ’ .
’ * t v ) - .
> ~ n ’
; .. ™. ) . .
e o . ’ . -
4 Ny, - . o
3 . .
. @_{,\;gﬂ “ )




e N 5
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FoIIow~Ub Task 2:

o DESIGN A FOLLOW-UP STRATEGY
TO COBRE§PQND WITH THE PURPOSES IDENTIFIED

2.1 Develop a strategy that includes, for the goals and objectives listed in Task 1, th}z methods

chosen to attain the objectives, delineation.of the group to be studied, g_g:_begule, responsibili-
ties assigned, resources to be applied, and plans for reporting anc{ using the information:

2.2 Consider the advantages and disadvantages of various follow-up methods in light of the objec-
_ tives; the cost, time, and persannel involved; the response rate, and credibility of the data.
- (Use the information on pages 15 and 16 for assistance as needed.) The methods usuglly con-
sidered are personal interview, phone interview, or mailed questionnaire. Of these, the great
majority of the prime sponsor respondents hagi chosen some type of intefview as preferable.

2.3 For employment and training agencies it is important to obtain some information on every
former participant. However, identify a sample of the total population for portions of the study
where possible, within the objectives in order to save time and money. Consider the kind and
amount of data needed. (Consult statistical references for information on valid sample selection.)

2.4 Determine if information is desired from employers as well as former participants.
)

2.5 Determine the time period(s) after participants leave the agency program when they will be '

’ . o contacted. Federal guidelines specify that follow-up contacts should be made with some

regularity, but there is considerable variation among prime sponsors in the time periods used.
Itis important to review changes in legislation to ensure compliance with specified requirements.
4 ¢ - .

Y

.,} R -

‘The thirty-, sixty-, and,ninety-day three-phase follow-up was most commonly used in the
agenciefsurveyed, but only 30 percent followed this cycle. The number of contacts sanged
from one to five, and the time periods varied from five daysto one year after program termi-
nation. )

. - -

Important factors in this deeision are, of course, the objectives and the resources. For instance,
if one of the objectives is to identify needs for support services in the early period of employ-
ment, a thirty-day contact might be indicated. |f information about the agency program»is
desired, participants should have been away from it long enough to have gained some perspec-

tive about it. Job retention information would have to be obtained at a later time. However, _ _ -

some follow-up contact should be made early enough after termination to assure a high proba-

bility of locating the participant. - .

v

2.6 Andlyze the resources avajlable, such as trained personnel, funding, physical f_acilities',‘and
~ equipment. Estimate program costs for each of these factors. ’

Access to data processing equipment is especially helpful, and usyally becomes cost-effective
when large amounts of data are to be processed. |nvestigqte.this possibility carefully. Although
the prime sponsors surveyed were not asked about computer use, 20 percent indicated that
they do use & computélfor follow-up activities. - . ‘

. e qra . H 14 . . - .
} 2.7 Assign responsibilities and time lines to correspond with the strategies chosen and with the
plans for‘reporting and using the information, . .

"
. " ’ »
. .
. .

s 13, ¢
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v 2.8 [Kaintain an awareness that the ultimate-usefulness of the follow-up effort depends on the |
' ! ~ validity and credibility of the strategies employed, as well as the care with which they are ‘ *
' implemented, " . . |
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Follow-Up Methods

1. Interview: Interviewing"is collecting data by talking with people, either in person

a. Advantages

b 4

N

' B}

- .

_ (1) Questions requiring in-depth,nswers can be asked. L
) . -+(2) Probing guestions can be asked to clarify answers; this ensures that respondents
. . understand the questions. - h '
(3) Questions on complex and sensitive topics can be asked. | R
(4) The’initiative for completing the contact remains with the follow-up staff; this
ensures a higher response rate than.other methods. - e . .
(5) Unforeséen circumstances can be dealt with. . . T .
(6) Reading and writing are not required of respondents. -, N \ ’
(7) Public relations can be enhanced effectively because of the personal nature of the
. interview.’ . N . . LT : ,
., (8 The environment can be structured somewhat. ' o (\ -
- . ot .
b. nDisadva\ntaékes ‘ ' (

(1)

(2)
(3)

For personal interviews, the cost of transportation is significant, especially if
-participants are widely scattered and not easily accessible.

Personnel’ fime costs are high; the process is time-consuming. |
ﬁrained interviewers are necessary. Interviewer bias may.be introduced.

‘Note: The first and second disadvantages can.be'redu:cef\through the compromise of a

-}

. telephone interview.-.

‘s

: il

2. Mail questionnaire: A mail questionnaire inv‘o'|ves sending

a list of questions to peoplé and askind

them to seif-report _and return the questionnaire by\mail. - ..

a. Advantages

Center for Research in Vocational Education, The Ohio State University, 1981).

Stephen J. Franchak and Eiseo R.
Satistaction of Former Vocational Students (Columbus: The National
The.Ohio State University, 1981). . ,

1]

‘/‘
Ponce. Guidelines and Practices: Measuring the Training Satisfaction and Job
Center for Research 1n Vocational Education,

D

3 ) ' L
L Ve
. ~ b
. . .. ‘ .

»

15

(1) The'cost.is relatively low since responses are obtained without the presence of an .
- " interviewer. . :
. (2) Large numbers of respondents can be reached quickly. .
(3) * Respondents can answer at their own pace. -, . \ -
(4) Geographically dispersed respandents can be rea(gh_ed easily. *
. (5), All respondents receive exattly the same questions, posed in the same way.
(6). Portions of the responde may be made anonymous if desired:
) \ b. Disadvantages . : . B . Y .
(1) The rate of return may be quite low. Estimates of the rate.of retlrn v'aFy,"_Bﬂ"f seém -
* to average about 40 to 50 percent. Reminder postcards of telephone calls increase
the rate of return. : z O : + -
i ' . g
a @ . '*
[ 4 . .
SOURCES: Matertal for this list has been adapted from the following. | - .
Stephen J. Franchak and Larry L. Smiley. Evaluation Handbook - Guidelines and Practices for Measuring Employer -
Satisfaction with Training andt Job Performance of Former Vocational Education Students (Colsmbus: The National " e
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| . ! (2) The method is relagtvely impersonal, -~ N T, . _
+ (3) Checking of reliability and valldnty of responses is limited. There is: no opportumty .
' to probe answers: IR
(4) The types and length of questions that_can be asked are limited because of chances -+ g
| for mlsmterpre’tatlon of the question or response.. * . . ’ .
(5) The method requires reading and writing. N » e
* (6) ® Uncertainty is introduced as to whetompleted the form. . . - -
; ~(7) Because the questionnaire may be read entirely befors response, questlons asked
later on the forn; may |anuence the answers to earlier questions,
| 3 o
- Note that some comblnatlon of methods is also a possnbnllgy Fogfurther duscusmon the reader is .
- dnrected to Ma// and Telephone Surveys by D. A, Dnllman (Néw York John Wiley, 1978) s
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WORKSHEET 2

® | oLLoW-UPACTIONPLANN
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i.] The overall stratgy that_seems most appropriate fot our agency is:
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2/{.2 The follow-up methods most suitable for our use are:
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2.3 (a) We need fo contact all former participants for information in the§e areas:
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Aruitoxt provided by Eric:
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2.7 We should assign responsibilities and time lines in the following way:
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+ (b) We colld consider a sample for information in these areas: - , .
\ . . . 3
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2.4 For our purposes, information from employers (would / would not) be useful. .
: . . / - .
| ) . . . . > . : c. . . . ‘
' . 2.5 " The following time periods for contact will correspond with our objectives and resource * .
| - allocations: \ 2 )
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2.6 The resources we can apply to the follow-up effort and the related cost estimates are: - -
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2.8 Steps we can take to assure validity and credibility in our follow-up activities are:
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T ~ ! .+ Follow-Up Task 3: ‘ ’ = 4 i
, . . k]
' DECIDE ON PROCEDURES TO N . -
“ CARRY OUT THE STRATEGY ) - o SRS
“ v - . ’ )} ) ~" ‘. [ —_—
3,1+ Considef how the procedures for implementing the follow-up strategy can be structuredsoas = .« oo
to gain the maximum effective,g‘ess. For example, if personal interviews arg to'be conducted,” SR ‘? a8
what procedure would be followed for: ‘ ‘ - ) w
. : . ‘ N : . R - g
e Making contact with the employer or participant (telephone for an appointment?~ : -
<L letter followed by a phone call?) . oy D . r
- o Selectjng a desirable location for the interview VAR : .o S
. ¢ Grouping contacts in order to minimize time and transportation costs ‘ - ’%i
/o Maximizing uniformity . . 4 / N -
o Eliminating interviewer bias® - ’ PR
[ > . N N . . i . .
If telephone interviews are selected, what procedure will allow for: : ' - foe s }
* L . ’ v . ~girew,..* ot
- } ¢ Timing calls to make ihe“greatest number of contagts in the least time - ‘ —
; e Arranging a time when it is convenient for the respondent to answer questions freely /
o . * Encouraging acceptance of the call by the respondent -
\ N - N -
If questionnaires are to be mailed, can procedurgs be included for:
% . - ¢ - . - §
- (’ o Prepaying postage for the responses ) ‘
¢ Reducing the impersonality by a cover letter or other means - -
e Assuring that.the questionnaires will be noticed / ( . -
‘ - ~ - : ’~ ) i ®
For any method of follow-up, whagg(ocedure would be best for: >L . o .
< ; ’ -
e Pursuing no-contacts or nonrespondents X .
o Simplifying the rest of the process, such as coding Tesponses jnto categories I'g
o Coordinating the follow-up office process o A
3.2 Becognizant of the various rules and regulations protecting individual’s rights, since these set ~ y :
legal boundaries for ttie work. ' ; ) ‘
- s - Iy
3.3 Employ some pretermination procedure to inform participants of the foHow-up\conXacts they
can.expect and to‘encourage their participation. Participants should be told the furpoyes of the ™~
follow-up program and the potential benefits for themselves and others. It should'e phasized
that their response is important. . . “\
. - . Same advance familiarity with the type of questionnaire they will receive or the kind of inter-
view questions the v»y_izll be askfd is helpful. These measuggs can help to allay possible fears and g
- . mistryst later on aid’build a positive f0||(J)‘!V-Up relationship from the start.
. A ;
3.4 Select and train staff who will implement the procedures. Account for the redponsibilities ’
) . thrgughout the entire process: development of aids for data collection, data collection itself, ™
e déta analysis, and communication of the resulting information. Develop a detailed analysis of i
N ) . 'ghe tfslgs 10 +he performed, to use as a guide in selecting and training staff.” v
D Y~ > - P -
@ :
, +*




Staff training can be made available through consultants lnservuce workshops, or other more
informal means. In all cases, the training should be as tasR- specnflc as possible, and trainees / ‘
, should be given a thorough grounding in the objectives underlynng the follow- -up. For example,
* staff who will be interviewing former participants should have an orientatiqn to their back-
- ground and previous experiences, and the need for empathy should be stressed. {See Task 5, |
Gundellne 3 for. further dLscussmn of this point.) - - |
Y , |
35 Determine how the mechanics of the procedures will be handled (for instance, how to obtain,
file, and access names, addresses, and phone numbers of thog/to be surveyed and how to
) dupflcate mstruments)

3.6 Integrate these prqcedures wnth the time I;nes ajready established to detail a schedule for the
g follow-up actlvmes

P 4 ) ’ .

33
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. @ FOLLOW-UP ACTION PLANNING WORKSHEET 3

3.1 We can structure our follow-up procedures to gain maximum effectiveness by:

\

-

3.3 We can employ this pretermination procedure to inform participants about follow-up:
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3.4 (a) The following staff members will implement the procedures:
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(b) Their tasks will be as follows: . .
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3.5 We will'handle these process items in the following way:
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- Follow; Up Task 4: B r

. DEVELOP AIDS FOR DATA COLLECTION
. -

~

4.1 Compare the options for designing or adapting data collection instruments on the basis of
objectives, data collection methods, time, and cost. Instruments are necessary whether mail
-or interview methods are to be used, so as to standardize the data collection and assure that
, objectives aré met. Virtually all the prime sponsors surveyed use instruments specific to their
'.own operation. These, of course, correspond with a need to reflect locally-determined objec-
tives for the follow-up. .
4.2 " Hotwever, it is often helpful to see what others in a similar situation have don;. Review z)ther
instruments used in the field; inftiate and maintain contacts with other similar agencies for
the purpose of sharing information. Appendix A contains a sample of one of the most com-

. prehensive follow-up questionnaires for review.

I'd \ [
4.3 In developing or adapting instruments for data collection, adhere closely to the objectives
identified so that each question serves at least one of the purpyses. Also adhere to accepted
_practices of instrument development. Material helpful on thesz\ogints is presented in
, Appendix B. ) i

All employment and training agencies need to include questions about placement and questions
- of ademographic nature, Of the agencies surveyed, 39 percent also asked about supportive
* services, and 32 percent sought program feedback. Consider these areas as well as others that
- correspond with the objectives identified.
4.4 Determine the optimum length of the questionnaire by balancing cansiderations of informa-
tion ngeds against ease of administration and response. As a general rule, a questionnaire to be
used in an interview can be longer than.a mailed questionnaire without the respondent finding

it difficult.
. Those responding to the prime sponsor survey use questionnaires that range from ong to three
. - pagesand 5 to 80 items, with three exceptions«of far more co[nprehensive questionnaires having
tv!en.ty-two to twenty-seven pages and 107 to 140 items. Sixgy-three percent of the question; .
- . naires are of one page. (As noted previously, almost all of tke questionndires reported were -

. designed foradministration by interview.) The average number of items‘per questionnaire is 63.

4.5- Select the type of question structure best suited for the kind of information being elicited.
_« The basic types of question structure can be classified as open-ended, closed-ended {check-pff ¥
or short answer), or partially closed-ended (allowing for an “‘other’’ response). These are
; desc'ribe‘d,@r\md analyzed in detail in material presented in Appendix B.

Almost all firime sponsor forms reviewed have mostly closed-ended questions. Folty-six percent
also utilize.a comment space, and 14 percent also utilize some opgen-ended questions.

4.6 Word questions to maximize clarity and to be specific, concise, and obsjective. Care in yvord
choice can avoid a number of problems. Specific guidance in wording questions is given in
Appendix B, g

. - |
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4.8

49

4.10

4.12

*

- S— - -J !
Arrange items on the instruments for ease of response. For example, group questions with
similay types of responses together (i.e., open-ended, closed-ended). Start with a’series of
questions likely to establish rapport with the respondent, and sequence the remaining ques-
tions logically . . : :
Pay attentionto format and appearance in designing instsuments. For example, Quality paper
(preferably colored or with colored ink) should be used if possible, and the typing and design
should be attractive. Sufficient space to answer each question should be provided. REview the
other considerations noted in Appendix B.

As you design or adapt instruments, remember the needs of people who will finally use the
results of the follow-up and include content that will be helpful and important to them. Inclu-
sion of anecdotes or quotations from fespondents may help in interpretation. |f suggestions are
sought, ask for the underlying reasons as well. When asking for assessments about the program,
distinguish between the ovérall program and specific components of it. And within @ compo-
nent, say occupational skill training, be specific about the training course.

When requesting judgients or opinions about “satisfaction’ with training or a job, be aware
that reggonses will be influenced by the person’s values, needs, expectations, and ‘objectives.
This type of data, imprecise as-it is, should not be used as a means of measuring program effec-
tiveness or quality, but should be used to point the way for follow-through or.public relations
purposes. (For further discussion of this guideline, see Stephen J. Franchak and Eliseo R. Ponce,
Guidelines and Practices: Measuring the Training Satisfaction and Job Satisfaction of Former .
Vocational Students (Columbus: The National Center for Research in Vocational Education,
The Ohio State University,-1981).) ' { :

When constructing auestions, lool: ahead to how the possible responses may be used. For a
questionnaire administered by interview, indicate when a response should be clarified or probed:
Decide which of the possible responses should be put into the categories identified. Sometimes
this foresight will lead to restructuring of questions in order to avoid problems later. Specificity
can avoid confusion that Tight reduce the accuracy of the data. -

-

One of the prime sponsors surveyed sent copies of the manuals prepared by the Massachusetts’
Department of Manpower Development, Division of Policy and Evaluation, and used to instruct
staff in detail on the Use of each follow-up instrument of their comprehensive set. Such careful
structuring should yield dividends in the resulting data. - :

if employers are to be éontacted, use the opportunity to make public relations strides on hehalf
of the program and to elicit as much labor market information as possible. However, do not ask
for-information that can be obtained another way. Here are some topics and questions to be

" considered: ’ ‘
¢* Inférmation about the respondent: title, busineSs address
= ¢ Information about the business: type and function, Idcatﬁn
« Information about employees: number, percentage’by seM}age, minorities, etc.
e Kxpectations of employees: training, educational and other reguirements, weaknesses
and strengths wegountered ~ -, : '
e Perceptions about the program: performance of former participantson the job, .
preparedness in specific areas, recommendations for improvement ’
«*Potential cooperation: placements, on-the-job trajning¥advisory committees
-
’; )
288 ' =
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413 If follow through objectives have been |d‘a\t|f|ed ask questlons designed to elicit needs for

- -assistance and to encourage contlnued self-assessment and career progressior.

4.14 Obtain input on the mst'ruments from the planning commlttee and other staff who will be
using the results . , ’

4.15 Prepare a master file of names, addresses and phoﬁe numbers for contact. If computenzed data

’ storage is available, enter this informatian.

4.16 Pilot-test the follow-up instruments {(and procedures)-with a sample of respondents. This step
may pinpoint problems that can be corrected early and ‘?‘lcrease the probability of gathering
meaning®u! and useful information. Check for the foHownng items:

e Clarity; how well questions are understood
N o Wording; presence of a bias
. ¢ Form, layout, and length;ease of response
¢ Usefulness of responses
.o Predictability of contact with those to be quegtioned
¢ Percentages of returns - \
e Cost ’ .
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FOLLOW-UP ACTION PLANNING WQRKSHEET 4 .
> :

4.1 (a) Our agency should consider the followiné advantages and disadvantages for designing

’

our own data collection instruments:

- .

4
.

~
.

/ . * ‘.' \ 4 ‘,

AY
.

°
\ .. .
A

4.3 Key points for 94 to remember in our instrument development or adaptation are:

,*
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Aruitoxt provided by Eic:

Vi . l ’ ' .
4.4 ' (a) Our follow-up questionnaire will require the fpllowing approximate nur'nbers_‘o’f items
in the identified areas for questioning: :

b4 °

L
) . . ‘ .

Al Y
(b) The nimber of-items indicated above dictates the following in terms of administration
and response: )

a4

4.5 _For' the kinds of information our agency needs, these types of Equestions should be utilized:

- o

s

b3

‘ .
4.6 Principles we should use in wording questions include:
;:

-~
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Aruitoxt provided by Eic:
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Our questionnaire items should be grouped in the foII;)wing way':

-

4.8 The format and app?gara'r%ce of our questionnaire should be as follows:

4.9 The people

-

.whowill use the follow-up information w

.
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ould find this type of response helpful:
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4.10 .(a) We (do /do not) ‘ have a need to gather opinion or judgment data.

(b) If we gather this dath, we would use it in the following way:

-
5

% .

N

L]

4.1 }A(e have the following plans for categorizing and handling possible responses:

v

-

~ o«
. 4.12 We are interested in gathering the following information from employers:
- . - 1
AS
3 4.13 We are interested in gathering the followihg follow-through information:
R K J 4 . . a o .
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4.14 We can obtain input on the instruments from:

3

¥

o

- — ’ \

< -

4.16 We {will / will not} need to pilot-test our instruments to check for:
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h Follow-Up Task 5:
-/ . COLLECT DATA

» - -

\

5.1 FEstablish a detailed schedule for the follow-up contacts and assoqiéted agency"pfocedures. A
sample schedule for a mail questionnaire is given on the next page. |

5.2 For mail questionnaires, prepare the cover letter of explanation, unless this is igcorporated in
the questionnaire itself. Include a deadline or desired return date, and an assurance that the
response will be confidential: A sample cover letter can be found on page 39.

5.3 Conduct interview data collection according to established techniques for obtaining the
information effectively, Detailed material on this subject is contained in Appendix C.

A

5.4 Implement contingency plans for no-contacts or nonrespondents. Considerable bias of the
data can occur if thesé are not pursued and included.

5.5 Monitor the datﬁollection to ensure that it is proceeding smoothly.,

. - - N
2 - 2

~

| , 3
Q. . 35 - |
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Schedule for a Mail Questionnaire . K
’ s ° . !
. . -
u[ »
* LY
1. First mailing — alert cargs or Iettég ) \ * . .

. .' \ 2\ . . . P * . ‘ i
2. Second mailing — cover letters and questu‘)nl\lawes sent erid of first week . ‘
g 3. First response analysis: ' ‘s i
|
|

a. Begin running count of returned and completed questionnaires.

b. Attempt to find correct addresses for instruments returned becauase of incorrect
address. . )

c. Compile address list for third mailing of nonrespondents and corrected ‘addresses.

r -

End of third week — third mailing

A, ) - -
”\ > , o~
a. Reminder cards for nonrespondents - / ) o
b. Questionnaires to corrected addresses — instrumentg returned with “‘address unknown’’ "
c. Prepare list for fourth mailing. . . .
5. End of fourth week — fourth mailing \ ,
a, Reminder letter and second copy of questionnaire to nonrespondeﬁis
b. Continue response analysis ' .
L ' L . « ~ . @
6. End of fifth'\week — fifth and fl‘[;al mailing v ,
~ a. Send reminder card with 'c\p ff date to nonrespondents
b. Prepare telephone survey list of nonrespondents . .
. «Conduct telephone survey of nonrespondents. . “ r e
. * - v I. "4:
¢ . : . g ] .
v -~ v °
o \ . o — h
L
B ¢, ﬁ - 5
N b | = .
, Ay ‘ -
S “ > - —
VN :
. . [4
\ , -

4

- ~ s
- v

SOURCE: Adapted from Stephen J. Franchak and Janet Spirer, Guidelines and Practices for Follow-Up Studies of
< Former Vocational Education Students (Columbus: The National Cther for Research in Vocational Education,
The Ohio State University, 1978), p.28. . . .
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Sample Cover Letter ’ : .
€ » * e » )
- t_ ——
(4 ~- *
I ) ‘
! Y ¢ 1
.. Dear (Farmer*CETA Participant): )

The Central Employment and Training Agency needs your help i in gathering .
mformatlon to mﬁprove its program and to extend assistance to you and

other partlcnpants This is the first of three questionnaires you will receive

over the next year. Pitase fill out the form and return it before June 30 in the'

preaddressed, postage pald envelope.

\

. » -
Your response will be confndentlal arid will take only afew moments of your .
: du have any questlo ns about the form, ‘feel free to contact George .
Smith £76-2984, in Centralia. .- ;N )
. -\ ) ~ o
» : y - - * »
»
. Lo . . Thank you,
: ! . ?
: . . : ¢ . ¢ } I . ‘
N S
: - v Jerry T. Jones . ) ) 5
13 ‘0 J - - [y - . ’ &
. . . Director
PR ’ - . ,
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FOLLOW-UP ACTION PLANNING WORKSHEET 5

2
2

5.1 Our follow-up contacts will be made according to this schedule:

¢ ~
’ Al
. . .
TN ¢
. i ? .
g
/ ‘
b -~
- " ¢ - d
‘5.2 X\Ie (will / will not) need a cover letter to include: . .
L] ~——
vt ¢4
- 13
- -
" 5.3 The.interview techniques wé should agree to use are:. y
e N l 3
js’ - : Y i -
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5.5 . We will monitor the data collection in this way:
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Follow-Up Task 6: -
ANALYZE DATA

c - “en

6.1 Determine whether to use an automated, manual, or combination method of analysis. The rule
of thumb s that.manual data tabulation is cost-effective foriup to 100 average questionnaires.
Above 100, the computer becomes n/o,re efficient. 7? -

Define. the statistical techniques necessary to an tyze the data. The object is to summarize the

data for easy understanding and communication. Descriptive.statistical tools are of great use

in summarizing the data systematically. A summary of some of these is provided in Appendix D.
kY 0 *

- - ~ -

6.3 Post the responses as they are received, either on the computer or on tally sheets.‘ v

©

6.2

~

. .
. -
N
- » - .

ks a8
» ° L. - [

"\ o -~ 3 ~ ¢

s Al .~

o L4
. ¢, a
LI B \
\
¢ - <
' ~ - ' Pl -
“ -~ .
-
- < . « N
A
g & -t
®
& @
. ., N I »
v, .
- - .
- . . . =
1 ¢ o N
" .
- >
v
. .
+ kL
.
. .
~ ’
. o A .
I . . N A
. - ° o >
‘ » 2 .. - «
S 3 ‘
L4 41" 3 \
3 - -
. ’ ¢ N




N ' FOLLOW-UP ACTION PLANNING WORKSHEET 6 .

6.1 We plan to analyze a number of questionnaires that would indicate considering a(n)

) ’ ) * method of analysis. Other factors:

\

6.2 The statistical technigues we will use are:

]
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7.3

. An overview of graphic presentations can be found in Append'ix E.

7.4

15

7.6

«
)
\,.
N
.
4

»

+ Follow-Up Task 7: “. .
COMMUNICATE INFORMATION FOR USE &
ACCORDING TQ IDENTIFIED PURPOSES %

wﬁ' o] T
) )

Refer to the list of goals and objectives identified in Task 1 and use the list of Who needs s;;ecific

-kinds of information as a guide for reporting follow-up results. Report to each user the informa-

tion f\or use, providing enough of the general background to give the context.

Prepare several versions of the report according to the informatioRt and the level of detail '
needed (and understood) by the user.’ Franchak and Spirér (1978) list four types of follow-up
reports commonly needed: ! ! .

* highlight report : * e . . /
, ® executive summary ' : . .
e detailed repgrt’ . : . T, )
"o federal repoft ' ' s
v <

The highlight rep@rt may be of use externally as a public relations todl;.as well as internally.,
. . ¢ ‘ - v,

Use information display methods to present data in a clear, efficient, and interesting manner.

a
1

Consider what will be appropriate reading time for each user. In a study of reports desired by
educational decision makexs, Brickell, Aslanian, and Ransom™ 1974) say that management
personnel were more likely-to request short reports (one page, three minutes reading time),
while program and project specialists wefe more likely to ask for medium (ten-pages, fifteen
minutes reading time) to long:(one hu ndreﬁ pages, sixty mindtes) reports.

. . ' o N P

Provide opportunities for discussion of the report’s findings.

- Ask for feedback on the usefulnéss of the information p'rovided and make adjustments to

improve the follow-up process. ' . o
o~
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| FOLLOW-UP ACTION PLANNING WORKSHEET 7

.

7.1 Accordjng to our list of goals and quectfves, these people need the kind; of information specified:

. ’ N .
B [ '
. . A . Co
. N, -
& '0
= . . . ' @ b‘.
?.‘2 “We will need to prepare the following versions of the follow-upreport: 3
3 e . - ’
- CU
' ‘ ) -
’ ' ] he ]
V4
L] - N d . e
. . ) - . R I
7.3 The information display methods that.would be of use to us in reporting are: ’ ~
. ‘ . )
X ' N .
‘ .o . (S
o ’ ,
s -/ a
! . . ' %
7.4 The length.,of report we estimate té be ap'propriate for each’ of our users is:
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7.6 Our plans to ensure an attractive report include:
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Aruitoxt provided by Eic:

A £
3 H t
1 ’ .
- .. ’ !
: L .
coe 7 Summary ; ’
. - *
. An effective follow-up process begins with careful identification of the purposes of the ’
follow-up activities for the agency. A strategy is then designed to correspond with the purposes ‘ ”

identified, and procedures are.identified to carry out the strategy. Since a follow-up process
involves gaining information from data, the next tasks are to develop aids for data collection,
collect the data, and analyze the data. Finally, the resulting information is communicated for use
according to the identified purposes. The follow-up system must be evaluated with respect to its

effectiveness in achieving the purposes.
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4

An Ové;view of Essential Tasks for Follow-Through . ' ‘

Y

. . = Ly <

. 'ﬁ\e\ollowing set of four essential tasks has been developed far implementing a follow-through . .
component for an employment and training agency:* " :

- - R . :/— \}
> 3 N

y - N . PR Y

Follow-Through Task 1:
Identify areas for follow-through activities

~

~

. : Follow-Through Task 2: : > i(
¢ . ’ Identify available means of participant reinforcement . b..
IR & ! 7 . . L -
v f : -
. ’ " Follow-Through Task 3: | i

‘Determine effective procedures for delivery of follow:throygh services

s . .
N .
9 o . * e . -2.‘“ . . .
- *

- [ N

"* Many of the ideas in this section were taken from Robert E. Campbell, Claire Ho, Catherine C. King-Fitch, and .
e . Kenneth L. Shellburg, Follow-Through Services: A Missing Link to E mpleyment for the Disadvantaged {Columbus:
‘ The National Center for Research in Vocational-EducationgThe Ohid State University, 1981). -

. . . . . -
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. ACTION PLANNING GUIDELINES

Follow-Through Task 1:

IDENTIFY AREAS:FOR
FOLLOW-THROUGH ACTIVITIES

VAN 7 ’ ,
S : S . @
. iy .
1.1 Define goals and related objectives to clarify the aims of the follow-through progrdm. Consider
the statements reprinted from Campbell et al. on the next page as an aid in making decisions

~ aboug goals qnd objectives relevant to your.agency.
T ' . - o
1.2 Conduct a participant needs assessment using opportunities provided hy regular job placement
. and follow-up contacts. The following opportunities are advantageous: ‘ ,
. . ® The términation interview presents 3 chance to anticipate (a_n‘d perhaps avert) possible
. participant praplems; reduces the risk of losing contact with the participant; and
. acquaints the participant with available follow-through services. - -
. . : » Thirty-day follow-up provides an opportunity to ideptify -p,r'oblems that have surfaced

in the all-important first month on the job, when the most adjustment is required; if
ajob hgs’ not been obtained or retained, it identifies the need for support before the

- * situation has bed@e excessively negative. - % .
- e Later follow-up contacts assure the participant that the agency is offering supporton *

a continuing basis, and tend to elicit problems of a different nature than those R

encountered immediately. -
[ 3

-

- . 13" ‘Instead of simply using the information usually collected during the follow-up process,
structure the instruments used to reflect the objectivestof the needs assessment. (See Follow-Up

> . .Guidelinq 4.13)) . . .

1.4 Expect needs or problems related to the following areas: ’ -,

e job adjustment ‘ .
* job satjsfaction o i B

e occupatjonal skills ~ - o 1T

< * job search . C . .-

) T «» personal Jife o - ¢
) e career progression .
: e personal image

- .

A detailed breakdown\of job ad'\wstment aspects that have provided difficultiqubr former
participands is provided on page 58. : \

.
.
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Functions of Follow-Through Services
- hd N i
Continued job placement assistance can help jobless participants. Program terminees who do
not find employment or who do become employed and then quit or lose their jobs can benefit from’
follow-through placement assistance. The service can be useful in helping pariicipants identify job
opportunities and instructing them on job-seekggg skills that would increase their potential for stable
employment. . a ’

Follow-through services can help participants obtain further education and training for career
development. Some participants who complete training and obtain employment want to advance in
their careers, eithér within their current jobs or through other job opportunities. Frequently, further
education or training provides the means for career progression. A follow-through service program
can help participants identify education and training opportunities that will help themachieve their
career goals. v » '

£

Follow-through services can help participants strengthen their self-esteem. By helping partici-
pants to obtain, adjust to, and retain employment and thus to become established in the labor market,
follow-through services can contribute to the development and strengthening of participants’ self-
esteem. This stronger sense of self-worth may lead to their becoming even more stable, productive,
and satisfied members of the work force. ) s '

40I|ow-through services can aid in reversing participants’ long-term problems. Often the char-
acteristics that impede a participant’s ability to obtain and fetain employment cannot be reversed in
the short time period during which training takes place. Lé&nger-term intervention than is provided
in employment and training programs may be needed to help resolve such problems. Follow-through -
services have the potential for helping participants over an extended period of time to improve their
long-term employability and career<progression:

Follow-through services can help to protect the training investment. Employment and training
programs are expensive. Although there are no official figures, local programs unofficially estimate
that annual costs per participant range from $§00 to $10,000, depending on the size and kind of
program, length of participatien by the client, the services provided, and so on. This investment in
training is lost when program completers fail to secure and retain employment. Follow-through
servicesare. expected to increase the probability of job acquisition, retention, and progression, and,
in turn, to protect the monies that have been invested in training.

Follow-through services can help ta reduce program repeaters. CETA program operators have
found that many clients complete training only to-reenter the programs and receive more training.
Some clients do this repeatedly (the term ““CETA junkie” has been used to describe these ‘‘recycling”

participants). Many reasons have been advanced to explain this phenomenon: fear of trying to -~

suryivein a competitive work environment, poor attitudes toward work, inability to find employ-
ment, inability to cope with job stress, and the program’s failure tgsensure participants’ success in
the work world. Undoubtedly the reasons differ from one person to another and many or all may
apply to a given individual. Many problems such as these can be avert‘%r resolved by providing
timely postprogram assistance. Follow-through services, such as job sefrth assistance, work orienta-

tion , job adjustmernt counseling, and similar services, can help to provide the transition from training -

to stable erhployment rather than to repeated training.

N r

SOURCE: Campbell et al., pp. 13-15.
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Follow-through services can provide valuable feedback for program imh\rovement. Staff
me%ovide follow-through services are in a unique position to obseyve the outcomes of
emploYrent and training programs and related services. Their direct interactign with clients and
employers in the labor market p(rj‘ides a view of how successfully the trainifig mission is being
accomplished. By observing the degree to which clients—and, in turq, prograf)s—have met their
goals, follow-through service staff can provide evaluative feedback t¢ th fOus program compo-
nents. Such information can be used in the analysis and improveme f services, notonly those
within the training programs but those i the follow-t.hrough program as well.

2

Follow-through services can ithprove the image and credibility of CETA programs. When
employers, former and current participants, and members of the community observe that programs
are concerned with the posttraining needs of patticipants, then the image of those programs may
be enhancgd. Follow-through services demonstrate a commitment to helping clients become estab-
lished, productive, and satisfied members of the work force. This kind of commitment supports and
strengthens the image of employment and training programs as contributing to the wellbeing 6f the
workers, the employers, and the community at, Iargg. . ‘ % .

Follgw-through services can help té produce societal benefits. To the extent that follow-through
serviceshelp clients become established and stabilized in the labor market, society gains in a number
of ways. Psychologically, society gains through the knowledge that the clients have become tax- .
payers, not tax users;-and that-they are contribyting to the nation’s productivity, not draining it of
its resqurces. Economically, society benefits from the reduction of transfer payments and the increase
in collected taxes, consumer spending, and national output. ’

>
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Job-Adjustment Needs ) ' . _
Lersonal Work Habits : @ -
"¢ Work time: punctuality; policies regarding Iateness; absence, time off, leave; recording work time; -

staying on the job - }
e Qualitative standards: accuracy, carefulness, neatness, artistry
-« Quantitative standards: output, pace, meeting dgadlihes .
* Re§pohsibi|ity: diligence, following through, initiative, volunteering, mature deportment
e Atfitudes and values: willingness, flexibility, showing interest and desire to learn, integrity,.

) — P

honesty, loyalty : ~
¢ Time mariagement: setting goals and objectives, prioritizing work, using time well, completing /A
work on time : I
% S '
Interpersonal Relations . s . . ’

. ’ » . » .
e Relationships with supervisors: expectations vs. reality, communication, asking questions to get  ’ -
. answers, accepting supervision, following instructions, accepting criticism : -
e Relationships with coworlkers: getting along, fitting in, teamwork, understanding interrelation,,
ships, positive attitudes, helping others, coworkers as a source of help and support
+ Dealing with problems and tensions on the job '
¢ Dealing with prejudice _ . —_—

-

Organizational Adaptability '
¢ Official policies and rules: knowing company policies, rules, procedures {4

”

% Unofficial rules: learning the unwritten rules, protocél, ‘'party line,” sources of “inside’infor-

mation” . . . , .
» Union,and employee organizat’r'or)s: rules, policies, relationship with the-work place g
¢ Advancement: criteria for raises and promotions, informal networks; importance of outv\!ard0 . -
image, flexibility, dealing with change, attitude N p N . N
1 ’ -
Job Satisfaction ) : . :

¢ Need for affective rewards: recognition, approval, sense of contribution and responsibility,
'advancgment, affiliation, pride irf work  ~ . ) .

¢ Tolerancé: for routine work, pressures of schedule, place in the "pecking order’’; “rolling with
“the punches”’ ) <

o Personal factors and their impact on féeling&about work and job: family background, self-image,

. self-oMnfidence, attitudes, values ) > . , R
¢ Outside problems and their impact on the job:-family, personal, situational, health, legal, child- e
care, financial ’ N . , ¢ e

_ ¢ Money management and budgeting"

Problem Solving - - . ‘ -~ L o o
o Importance of early detection of problems ) T WA
¢ {dentifying causes and symptoms o, . o, o gy
. Pioblem-solvin%steps' - , . SN I SR
" ' N " Loe 5'° - >
. £ .
» E
4 s € * N et . { .
SOURCE: Campbg[Let al., pp. 38-39, . . ot o . - . .

v :t . « . . o . . ‘-~ii'
. L ~
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' FOLLOW-THROUGH ACTION PLANNING WORKSHEET 1
. e ¢ . — . ! .\‘: I
1.1 Qur follow-through goals and objec{iveé are: * y

.

>

.
(Y

.

.
P . ‘ .

N 4 . b

A
1.2 Our plans for participant needs assessment are: .
. > h
5 L. s

»

.
~
’ » ‘,.f v

. S\ "‘ i ‘ ' ' ! . .
h 1.3 We can réflect the objectives of the needs assessment in our instruments.by:

-
¢ [
- ' .

’

A

1.4 The needs we know we will need to deal yvith aré:

€

)
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2.1

22

2.3

24
-identification of specific services available to former participants both within and-outside the

- - 4 '

Follow-Through Task 2:

- IDENTIFY AVAILABLE MEANS
OF PARTICIPANT REINFORCEMENT

~ Ll

Use the results of the needs assessment to direct a search for and development of m'eans of -
follow-through support. Try to find a way, or a combination of ways, to meet each need
identified. - -

Investigate 'the relevant rules and regulations providing the framework within which reigorce-

ment can be provided. |n general, the"typées of follow-through services that can be offered by

employment and training agencies include counseling and{efﬁ:. )

In considering the use of counseling as a means of follow-through reinforcement, distingufsb.
etween group counseling and individual counseling in terms of potential effectiveness and

cost. Consider when each might be used to advantage. o y

Group counseling techniques:

‘e Are less costly because several participants are served simultaneously

e Can reap the benefits gf peer interaction, as participants can learn from each others’
experiences and are often more receptive to suggestions from peers than from others

* Can contribute to ongoing assessment as individual problems surface in the group process ‘

2

Individual counse//'ng:\

e Can be specifically ‘tailored to the participant’s needs
e Can’be provided at the proper time to be relevant and perhaps avert crises

In considering the use of referral as a means of follow-through reinforcement, provide for

employment and training agency. One useful outgrowth of such an identification process is
the development of a support services referral handbook. '

"

. & - 4 . - . . y .\
Referrals can be made “‘in-house’” for assistance in job search, job adjustment, career planning,. '

and even occupational skill training to the extent that these are considered of a nonprogram:
service nature. The prime sponsor needs to determine, for instance, if a former particip?zrcoul
sitin on a group discussion taking place in the work maturity skills classes as a means of rein-

-forcing some job retention ideas; or if the participant could gain access to individualized curric-
ulum materials to brush ug=en an occupational sKill not adequately learned in the service period
and proving difficult on the job; or if the participant could make use of materials about employ-
-ment opportunities as they are received in the placement officg. Many possibilities of this type

could be provided without significant cost or effort, once identified. : .

3 ' )
Referral of the former participant to outside sources of, assistance offers tremendous potential
if a comprehensive job is done.of identifying and categorizing those sources. Institutions and

" agencies exist that can provide: Vo~ ) .

e Career planning L
e Occupational skil[ training )
e Help with personal problems L
* Job search techniques TN Y

More detail ori these sourges 1s contained in the materials for Task 4.

. ‘ °

23
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\ - 0

2:5 Plan to make continued use of the self-assessment technigués participants learn in the course"
\ of the agency programs. Counselors and participants work with an employability development .
& plan on an ongoing basis throughout the service delivery period. During this period, emphasis
» on gstablishing self-assessment patterns to use after terminatign can yield important follow- ot
, through benefits."Participants should realize that the same tgchﬁiques of establishing objectives, "
~ measuring progress toward those objectives, and reviewing options are life skills.

Where competency-based curricula are the mode of service'delivery, évaluation checklists and
appraisgl forms are used frequently. Some of these can be useg as continuing self-check aids
later on. For example, checklists from a work maturity skills program_are most applicable as a
systématized method of reinforcing appropriate work behavior. Thus a retention attitude is
built on the foynedation of a concept of “success’ as involving retentibn of émployment and
N s ‘growth toward career goals. . ., . I : §2 )

~ .
\

2.6 Utilize employer contact as an indirect means of participant reinforcement. Employers have
! indicated.that they have a major problem in retaining disadvantaged workers. They need to know

, . more apout the supports needed ‘to maintainiew, and especially disadvantaged, employees in
jobs. All programs involving employer contaét should be explicit about how em\pkgyers canwssist

in promoting job retention for'their own as well a$ the employee’s benefit.

L ’

Y.
- * Employer feedback®n job.performance and potential problems can be obtained during follow-up
contacts. Also, informatich about expectations can be §leaned for use-in counseling situations.
~ . Another advantageous technique is to facilitate the establishment of a‘regular review between
employer and employee of the employe{e’-’s-extended.and detailed employability development
an. This technique removes the agency, from the triangle once the—relrationship is established
:r1\cﬁqsters a “let’s workson this together! attifude that can be quite fruitful. ’

¢ 2.7 Determine the level of ft]nding available for. the follow-through effort in the context of overall .
’ . program goals and level of commitment to the idea of follow-through. In the study of sixty-five
prime sp'qnsqrs conducted for, the Campbell et al. work cited, it was discovered that an over-
whelming majority of the personnel in.the programs had favorable attitudes toward follow-
through (even if they weren’t doing it) because of the benefits they felt would be derived by
the glierits, by thé staff, and by the programs themselves. The cost in dollars, time, and effort
of the significant number of participants who complete empl@ment and training programs ahd,
" thep fail to secure andTetain jobs is an important factor. ‘ ' ~
; . A .

-

Each prime sponsor must weigh carefﬁllyﬁthe potential benefits of follow-through services
against the barriers of no designated funding, absence of central administrative encouragement, T
\ . and program rewards detived from inimediate,placementon tetmination rather Ihazs-‘fr'dm job .
stability. While some follow-through activities can be initiated.throqgh existing:mechanisms at
virtually no cost and others can be-added in an extremely.cost-effective manner, a significant
expansion of ffllow-through services does §emand a commitmerit of time and, therefore, money. .
An ofwen-cited barrier to the provision of follow-through services is insufficient staff to handle
LIS the increased demand. - .

. .
/ ~
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2.1 We-will meet the following needs in these ways:
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2.2 The rules And regulagions relevant to our follow-through activities.are:
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2.4 Wewill identify the following types of referral sources: =
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2.5 The self-assessment techniques we can.gxtend are: ; )
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2.6 Wecan workcwith employers on follow-thfough by:

\
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2.7 Wewill comrﬁig thtae resources to the follow-through program:.
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+  Follow-Through Task 3: ' -

DETERMINE. EFFECTIVE PROCEDURES FOR . -
DELIVERY OF FOLLOW-THROUGH SERVICES :

h\Y4

- .
.
- " o
3 . a,
§ L

-

\ - ) ’ N ‘. " A
3.1 Establish a systematic delivery system for follow-through services. The Campbell et al. study i’

revealed that even the few prime sponsor agencies providing follow-through services do not

have a systendatic delivery system, and the services are limited in scope and duration. Essentially,

a program component deemed worthy of inclusion at all should be integrated-into the program,_
systematically: - LI g ) .

3.2 Select and train staff who will implement the procedures. Use a detailed analysis of the tasks .
" to be performed as a guide in selecting and training staff. (Such an analysis was developed for

the model in the Campbell et al, work and is provided in Appendix P.) It i$ expected that some
. of the staff functions will correspond to those already underway for purposes other than .
follow-thgough. v . o - .

: A

oy

3.3 “Institdite procedures that will contribute t mrg;v-throﬁ“ ng an integral part of the overall
pragram with the focus toward job stability rather than simply job placement. Wherever possible, ..
in the other program components, include follow-through concepts and techniques as part of the -
ongoing curriculum, The curriculum outline for a work maturity skills program is included in
Appendix G as an example. ' RN 'Lt

3.4 Build upon the current CETA philosophy and regulations, such as those that call for conducting
individual assessment, developing and implementing an employability development plan for
each participant, providing training and placement services, providing appropriate support -
services to help-participants complete training and. retain emp|oymep’t, and conducting follow-up
studies of former participants (Campbell et al., 1981). s ) -
i ’ ‘

35 Schedule procedures within the1f0||OWrthrough’ process to meet rgeed‘s as'-;irompﬂy as pogsible

and to allow for information obtairied to be used in a timely way for othér purposes, su h as N
program improvement, ) o

g

o [4

L4 °,
- [

) 4 . - - r - & ‘. . )

3.6. 'govide for continuity and consistency of service. Avoig thegdverse gffect on participants of_
shuttling them from one counselor to another. On the other hand, encoufrage participants to
develop atjustment skills to promote selfsufficiency and independence rather than a depen-
dency on the support system. % - & - e -

3.7 Establish the time period within which follow-through services will be made available to .
partieipants. The services are likely to be in greater demand in the immediate pos®termination
months than Igt’ir on. Toward the end of the period plans should be made for other assistance
if it is needed. o

3.8 Build cooperative relationships with institutions and commiunity organizations providing

. services to which you might wish to refer participants. These would include, among others:
#

e Vocational schools * .
o Postsecondary schools such as universities, colleges, technical schools |
» Social service agencies

. e State employment services

. e Public assistance departments

L} - * *
.

s -

LB
S S




}

.

¢ Vocational rehabilitation .
e |ibraries and other resource centers ,'

e Churches v . : . »’

. . \ : : . f 4
Establish vehicles for information exchange. The ideal would be to establish a council for

coordinated. information exchange ameng all groups providing services of this nature,

3.9 Develop and maintain a file and. perhaps a handbook of gervices to which participants can be

3.10

3.11

referred. Include the name, address, phone number, a description of the service, procedures

-to be followed, and background information so participants, can be given an idea of what to

expect. Also include the names of contact people Sometimes it is helpful to make the contact
dnrectly or to follow up on a participant'’s contact. , '
Keep careful records of contacts, dates, and types of services rendered foi each former,
participant. This is important for efficient sérvice and to ensure that contact is maintained.

Cf computernzed data storage. is an option, those records can be programmed and.updated e
easily along with the rest of the participant’s file. Alsp, this minimizes overlap of file mfpr- L
mation within different departments of the sameagency. o .

. .

51
Plan to use the records and other solicitéd feedback to evaluate the follow-through program
for the purpose of improvement.

&
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! 3.1 \We can establish;a systema?cﬂvéry system
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in the following wgy:

3.2 (a) The foflowing staff members will implemen} the procedures:
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_ 3.3 Wecan contribute to a fogus on job stabiNty by: -
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. 3.4 Thecurrent CETAcomponents we can build on are: :
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. 3.5 We need to consider'the following in scheduling: oo
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, 3.7 The time period for our follow-through services will be: .
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: Follow-Through Task 4.
IMPLEMENT PROCEDURES

LES

N .

4.1 Implement all procedure$ with the follow-through goaI; and objectives as ovgrall guides. The ~
participants should feel the presence of a personal support system, and the system should prove -
itself ultimately by increased job stability. - . - <

4.2 Implement group counseling through techniques such as: °

¢ Conference or group discussion

« Training groups or sensitivity training

¢ Role playing

o Gaming .

e Simulation . ;0

In-basket technique

Case studies —~
Audiovisualg
Lecture ; -

.

- -

N

Each of these tef:hr;iques is detailed in Appendix H, page.169.

43 Implement individual assistance through:

Individual counseling ~ -
Dialogue with eémployer ,
Intervention or advocacy
Programmed or computer-aided instruction
Modeling

» Exploratory eXperiences

e Selective placement

e Referral R

e Reading lists and printed materials

-

These options afe detailed in Appendix H, page 1373. .

+

4.4 Implement career planning assistance by:

e "In-house’’ group assistance
¢ Individual assistance : .
¢ Referral to community services

See Appendix H, page 175, for more information on these methods.

45 Implement referrals to educatiof and training programs by:

e Helping participants identify education and training needs
o-Identifyiné education and training programs

e Linking participants with education and training programs

. HeIping participants jmplement education and training programs

Appéndix H, page 177, explains these ideas. .'




o

-

- 4,6 Implement referrals to support services by:

e Helping participants identify personal problems
e Directing clients to sources of assistance ’

+Appendix H, page 1:79, gives further det%ils.

4.7 Implement job search assistance. (Related guidelines are contained in J& Placement in
Employment and Training Programs, Technical Assistance for Occupational Skifts Training
Project, Office of Youth Programs, Department of Labor, developed by the National Center:
fOl: R¥search in Vocatijonal Education, The Ohio State University, 1981.)

4.8 Recognize that some of the former participants will need assistance in more than one area,
Schedule these as possible to address each need in a timely way and yet not overburden
. participants with remedies applied all at once.

-

72 ,«/
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\_/ Summary . ‘ .
s , ; . .
14 L

3 Imp)em’entmg a foIIow through component of an employment and training agepcy program
requires, first, |ddnt|fymg:the areas suitable for follow through activities. Second, available means
of participant remfo’rcement must be identified. After effective procedures for delivery of follow-
through services have been determined, the procedure~s‘ canbe |mplemented for the benefit of

participants and ‘the agency alike. . N
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« 7 ' APPENDIX A

' SAMPLE FOLLOW-UP QUESTIONNAIRE
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) . CETA FOLLOW- UP\EVALUATlON PROJECT

,.

‘ " FOLLOW -UP QUESTIONNAIRE: YOUTH PROGRAMS
C . : DEVELOPED BY: - ' .
. - RESEARCH AND PROGRAM DEVELOPMENT DIVISION .« ~
<L DEPARTMENT OF MANPOWER DEVELOPMENT
. . . * . <

-
»
°

LY E) ° Te
, Every box should be filled in. If a queStion is not answered, do not, leave the box blank. tnstead, fill it in with one
* of the fallowing codes:

H

-1 L the questnon is not appll}:able e
-2 If the respondent refuses to answer
‘ — 3 . If the response Is missing.or the respondent does not know

Y \- ) . -

Interviewee’s Name: °o . P

‘ Home Address:

Home #hone Number: __- . - ' .

. ' . SECTION I CONTACT INFORMATION ¢ Lo e,
1 .2 3 : 8 o . R
{.D. Number

g 11 . o 12 14

* y . Date Interview N N Date of - .
- Completed . Mo. Day Yr Termination Mo. Pay Yr.

1 ’ . ‘
- ) * N Contact interview Reason for Beginning/

Contact Date Made + Completed No Contact/ End;Qg
Interviewer , Number Phoned, {Y or N) {Y or N) Incompletion . Time v

.
. "

. Final Contact Status: Y ( .

15 16 , 17. 18 & . ' 1
{ Terminee Contact. SWhy No Contact: . “\
01 = Contacted/Interview . ) . 01 = No phone no. at intake . PN
completed by phone 02 = Incorrect phone na. at intake LY
02 = Contacted/interview . 03 = Disconnected phane
completed at home 04 = Unpublished phone no. -
03 = Contacted/No information 05 = Moved: address inknown.
) 04 = Not contagted 06 = Participant RTA )
t . 07 ="Could not contact :
19 20 Total number of phone calls - 08=Languade problem .
% “and.home visits - \j -1 = Notapplicable/
g, Terminee contacted

b} A

-
A +

L - o

. SOURCE. Glen Schnender and Jeffrey Zornitsky. [}ata Collection Materials for Follow- Up Evaluationsdf Title 11-8 }
. and YETP Youth Programs, {Commonwealth.of Massachusetts Policy and Evaluatiop Division, Departrhent of Vo
Maripower Development, 1979) I ) ] * l
4 . . N ‘ £ ) ' . e

E e g s . . , .81 ’
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SECTION i PROGRAM OF TERM!NATION - lDENTlFlCATION INFORMAT!ON . .

. . A
. 21 23 ol 2 26 " ]
- . R Agency (primary provider of services) Program of Termination
% »
. . . R L)
* <. 27 28 * = ‘ 29 30 ?p ’
Program funded under .« . (Ouesuons 29-30 and 31-32 refer only to those
o1 = Thle 11-B . prograrms funded under T/t/e 11-8) .
o 02 = Tile IV — YETP Educational Linkage* a
. . ¢ ) e=e—""~ 01 = In-school Progfam
\ s - . 02 = Qut-of-school Program
o . )
LINEY Y N 4, y
3132 33 34, - - . i e
. Mayor service received v (Questions 33-34 thru 47-48 re{only to those |~
01°= Skilt training “ . programs funded under Title IV = YETP) . .
L 02 = OJT . . Educational Linkage. ‘
03 = Wdrk experience - . ., 01 = in-schog! Program . \
. . ° 04 = Gﬁp T -7 02 = Inschool Program — operated under .
it . 05 = Basic education = . - ’ LEA (22%) agreement . iy
) ‘. 06 =ESL - - . 03 = Out-of-school Program s 1
. . 07 = Employmepy/Placement & ¢ ‘. L8 =
’ {transivional) services o . . . .
. 4 . . S . . .
35 36 ’ . . . ’ .
. (1f terminee was in a YETP /nuschool Program, ~ . . s
. . response 04 or 02 to gquestion 33-34)
» YE.E?P Component vt L 7
. . 01 - Career Employment Expenience (CEE) B} :
B . ., 02 = Transitiopal Services . 3 /
' 03 = Career Employment Experience AND Transitional Services ; ©
- . 04 = Transitional Services {non-income ehigibles only} . Yo
-, P - . 3
' (lf termmée was in YETP ln-school Program) f\ . ) . )
o . )
- Type(s) of services receved® (Hecord up to 3 responses Rank tn terms of prlorlty ) ‘ ) .
: 37 38 ST,
. ? o »
& - " . - v +
= OJT ’ ) ‘ )
. 39 40 02 = Work experfence )
03 = Transitional services 4 .
:\ ., : & .
a1 42 .
o ~ , - Q.
- ‘ .
N O - A
\ {Questions 43-44-thru 47-48 are apphicable if the terminee was in a YETP Ou t-ofschoo/ Pro_l}ram, see question 33-34.) f
< Services received in Out-of-school Program: (Record up to 3 responses, Rank 1n terms of priority.}
' ~ . . ) A - ¢
43 44 ; .Y . . \
! . . 081 = Skill traiming c ., - .
T 02=0JT -~ ' - ‘. * o
i 03 = Work experience - ey . i .
o\ s a6 04 = GED , : L
. : . 05 = Basic educatian . . . )
) ., " 06=ESL , - -,
. R 07 = Employment/Placement {transitionat) services . . b .
. 47 48 . . . e . :
¢ < - . v . /
. . < . )
A ‘y 7 )
. : * -
A .
* ~
: : ! ' ‘ ‘ .
. "y - .
w . . . 82 * . o
R " v . .
* A 3 .
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SECTION HI: INTRODUCTION L ‘ ,
@ : ’ N ‘ - . -
T
A. Background Information — The following qugs'tions {49-50 thru 67-68) apply to the .
perfod just prigr to the time of prograpn énrollment. v,
49 S0 ) : . 51 52° N
Sex: Age
01 = Male
- 02 = FEemale .
% . “ ‘ ‘
53 54 . 55 56 .
. Years of education Maritg) status. * %
c leted ‘
omplete .01 = Marned , P H
s 02 = Never married s,
03 = Widowed ¢
04 + Separated/dwvarced
. 7 ’ > ’
57 S8 ' 59 60 . ®
Race/Ethmicity: . - Natve language . .
01 = White (Non-Hispanic) 01 - Spanish 4 . N
o 02 = Black LNon-Hispanic) - 02 = Chinese
, 03 = H.spé 03 = French - ’
. 04 = Asian and Pacific 1stander 04 = Itahan
05 = American Indian/Alaskan Natwe 05 = Portuguese ;
) OTHER. T 06 = Greek .
' 06 =,Chinese 07 : English .
07 = Portuguese . ~ 08= Other . Y
. 08 = Cape Verdean ‘ R
09 = Haivan French . B}
10 = Armemian
11 = Russian » ' « s
12 = Vietnamese ’
13 = hd = -
14= ‘ -
~ ¥
i15= . “
61 62 ' 63 64 .
Including yourself, how many mémbers . Did that inciude your parents? )
of your immediate family did you live . ' 01 - Both ! I
? " : B
with at the tme of enroliment ~ N 02 = Mother
: ’ 0'3 = Father - N —
L VI 04 = Neither 5' b
°
. ~
65 66 ' 67 68 . . .
* At the time of enrollment, did you i B Excluding yourséfl, howtmany dependents A
earn most of the income insyour did you have at the time ofenr\ollment” .
household? .
. L]
01 = Yes
02 =No-« N
' $ ’ n *
.. ¢ ’ ' . ‘ ‘ * » K -
B. Current Information . . N . - N
69 70 : ' 71 72 . )
Including yourself, how many members Excluding yourself, How many dgpendents [ l
of your immediate family do you do you currently*have?
° - currently live with? . . oe ! ‘
(
.73 74 o 75 76 . L0 ;
J Do you currently earn most of the - - Does anyone €lse in your family currently
, _income in your household? * . » work? . - N .
< 01= Yes J or=Yel . ' | .
02= No . ‘ 02=No : t . ,
. = - ? .
y ‘\2 4 ¢ - . ) ’ /
- - - !
. .- ' . Y ‘ .
oy . . ) S | -,
. . . v . - % N
N \ 4 83 PR . ¢ -
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SECTION IV: PRE-PROGRAM EDUCATIONAL HISTORY - . :
Al .
‘9 10 11 12
. Did you have a high school diploma (1f yes) Did you complete twelve years of
at the time you gorolled in the education in high school or receve a high school
CETA program? equivalency (GEO) diploma? .
01 = Yes {If yes, continue through - 01 = Completed 12 years (If 12 years, skip to
question 13.14.) * Section V1)
02 = No (If no, skip to question 15:16.) - 02 = Recewed GED
. ’ N
13 14 'y, 15 16
{if recewed GED). (1f terminee had not received a high schoo! .
What was the fast grade you complgted diploma — question 8-10):
» while attending school? What was the highest grade you completed at
.|: {Skip to Section V1) the ime of CETA enroliment? |
17 '

/

At’the time you entereéd the CETA program,

were you enrolied in school?

01 = Yes (If yes, skip to question 39-40.)-

02 - No {1f no, continue.)

N

2

A1 N
The foltowing questions (19-20 thru 35-36) apply only to those respondents who were not enrolled in school

at the time trye‘ntered the CETA program.

o

19 20 - 21 23
How old were you wp’en you last What date did yqu last attend schoo!?
attended school? *
B * Mor Day Yr. ..
24 26 27 28 .
{Calculate and code} What type of school did you last attend?
\ Length of time out of school 01 = Elementar
: = y School
. pruo.r to CETA enrollndent. 02 = Junior High School €
. Date of enrollment in CETA 03 = Comprehensive High
program ‘ 04 = Private Trade High
** Weeks out of schoo! 05 = Regional Vocational \
t ‘ 3 06 = Academic Regional
i o 07 = GED Program ..
* 08 = Alternative High .
- . ‘ . 09 = Other
4 ‘ >
29 30 31 32 ‘
- Did you fast attend schoof on a ] Did you last attend school during the
fyll-time rt-time basis? day or night? ’
01 = Full-time ’ 01 = Day :
02 = Partatime 02 = Night \5 .
33 34 - . 35 36 e
- - Did you leave schgol on your own? . Why did you leave school?
I 61 = Voluntarily : N - -
02,= Involunhtarily Proceed to question 45~4é, Section V.
. r - J"
s ,
, - N
*
h [ ' - ’
L] - -
- 84. . \
. ; . N
’ J ) N . Al ~
¢ " — . L} .
Lo /S5 L
. ™ 3
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The following questions (37-38 thru 43-44) apply only to those respond@nts who were enrolled in schoad at the time

they entered the CETA program (Question 17-18).
37 38

& .

39 40

.
What type of school were you attending?

01 = Junior High

' 02 = Comprehensive High  ~
03 = Private Trade High .
04 = Regional Vocauonat High M
05 = Academic Regional High
06 = GED Program

* 07 = Alternative High
08 = Other

-

43 44

o1 = p& -
02 = Night N

N :

. r
Were you attending school duping the day or night?

P P
-~ . v M
What was the name of the school you were attending? .
. . -~
~ . .
‘- L3 - . )
41 42 °

Were you attending school on a full-time or
part-time basis?
1
01 = Full-ume
- 02 = Part-timé .

3 - N

SECTION V:

POST-PROGRAM E!BUCATIONAL EXPERWENCES -

°

°45 46 .47 48
. What was the highest grade that you had At any tme during theé CETA program, dnd ”
completed at the timeyou left the you receive preparation for a high school
CETA program? & s equ:valencv diploma (GED)7
- ” 01 = Yes (Proceed to question 51-52.)
. ' 02 = No {If respondent had compieted .
. less than 12 years at time of .
\ e ’ i roceed 10
‘ N : - eaving program, proc
M. . . question 53:54. if 12 years,, -
S ‘ . . L4 continue.) .
. > . . 1
+ > . .- .
49 50 . . 51 52 | ‘ . L. - s X
Had you received a high school diploma < | , Didyoucecewvea high schook eq@valency .
by the ume you left the program? duploma {GED) by the time you had compieted -
he program or any time since you left the |
= 7 01= Yes{lf yes, proceed to Section V1I.) - er’;arg; Y Y .
02 = No (If no, skip to questidn,53-54.) - . . -
N . . . 01 -~ Yes (It yes, proceed to Section V1.)
N .o . 02 = Nb {1f no, skip to question 63-54.)
. R \. . ﬁ . .. . i
-~ . > . ‘ - - .
. . . . . 4.
. . '
) - o . A .
. . . . [ B~ ’ . . ‘
- ... 4 - .‘
[N * . «
[} A N
. * . \
: ' — . = - ~ -
. R . , AR « ® “' N - A
M « . . . -
A ' T ‘. - ' \‘ 3 : - )
- N -
L] ’ - A . ¥
: 4 1 . .
[] . R ?’“ . Lo .
- ., . e . ) a4
. " : K « b v "
1 . .
N - N . . .
- 9 “t
- ° 85 . * . -
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The following questions {53-64 thru 75-76} apply only to those respondents who had not received a high'school '
. diploma at the time of termimation from the CETA program OR had not received a high school equivalency diploma

(GED) at any time since leaving the program. (Questions 49-50, 57-52) ,

53 54 55 56
-Have you attended schooi at any ume (if yes) Are you currently attending school?
? < -
smce_you left the CETA program? _ 01 = Yes
01 <= Yes (If yes, continue ) 02 = No *
02 = No {If no, skip to Section VI.) . v
L]
57 58 . R
. How many weeks have (did} you attendled) What is the name of the school you are (were) attending?
school since leaving the CETA program? ’
~
59 60 61 62 - - .
What type of school are {were) you Were you refeired to this school by the CETA
attending? agency or did,you enrolf on ydyown’
-
01 = Junicr High ' 01 = Referred by CETA agency
02 = Comprehensive High . o 02 = Enrolled on own *
03 = Private Technical High
04 = Regional Vocational High . )
* s ., *05 = Academic Regional High . .
06 = GED Program
( 07 = Alternatve High N
) 08 = Other : ’
63 64 _ . 65 66
' , Whatss {was) your current {last) grade? Are {were) you aneu&;ng school full-time
) T s i . or part-ume? - -
. et . . ' 01 = Full-ime
. R . a 02 = Part-tm}e
’ 67 68 . . 69 70
Are {were) yo‘aat(endmg school in Is (was) this the same school you were 1n before
the day or nmight? you enroited in the CETA pro’gram?
04 = Day L. 01 = Yes L
g 02 = Night i 02 = No
~ °
o
Questions 71-72 thru. 75-76 apply only to those respondents who are not currently attending school. (See
. question 55-56.) ' ' . -,
Vas ' .
T . . .
71 72 4 73 74 ‘ .
Did you tomplete/graduate from thg {1f yes) Did you receive a high school diploma
school you were enrolled in? .« 7 or GED?
W " 01=Yes - B . . 01 = High school dipioma
1 02 = No - 02 = GED ‘ .
: . ) 03 = Neither
75 76 . A
v (1f no) Why did you leave school?
- - %
o - b v . . »
)3 . | R L
>
e
1 2 . 3 - 8 ~
0}7 ' 1.D. Number
. e .
© . . B ! . 7
. 13 -
- ' * . ° ( -
' w .
. ” . . i
. - " 86 -
by .
R £ / J ™ °
O é - . . |
E MC ! ’ v Coe X ve’ ‘
T . ' - - : . :
RS - ‘. . e
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SECTION Vi: PRE-PROGRAM EMPLOYMENT HISTORY IN THE ;
ONE-YEAR.PERIOD BEFORE CETA ‘ = .
. 4 . .
Feor interviewer's information: Date of program enrollment for terminee: 5
. i "o )
, : -Date one year prior to, prograrn"i:nrollrhent: /ﬂé
. . a \_a_/// Y . \/ :
9 10 11 12 ! *
. . Were yowremployed at any time during {(Ifiyes) How many different jobs did you
— * the one-year period before entering the have? (Count each employer as a separate —‘&

ERIC

Aruitoxt provided by Eic:

CETA program? job.} * \ﬁ
01 = Yes {If yes, continue.) - 4 . ! 0 ~ N
02 = No {If no, proceed to question 41-42.} ’ X
. ) - -} ¢ \
e 3 ' LY —
How many total yeeks did you work durning R What was your job titte on the last ]ob",
the year before entering CETA> (00-52) © held in the year before the CETA program? .
] ALy S ,
’, . M ‘"]'
18 21 . ’ 22 23 ‘ |
What was your final hourly . | How many hours did you work per week on . ~ J
? ? ’ |
wage on thaf 1ob ) ! that job \ |
(e . |
24 - 26 . : 27 28 . W“r g
How many weeks did you wark at Did you continue wo%4 le -
that job? {00-52) o enrolied in the CETAYrogram? |

. e

29 31

01 = Yes (If yes, skip 10 ug?t‘non 34'353
02 = No {if no, continue ) 4

On whet date did you leave that job?

“ Why did you leave thatjob?

> .

{Mo./Day/Yr.)

'Proceed tQ question 41-42,

.
~

-
’

The followir{g questions {34-35 thru 39-‘\10) apply to th(’)se respondents whe answered ye's to question 27-28.

.

T

34 35 : 36 38 - : )
Did you leave that jobbefore you (if yes) On what date did you leave A A ]
left the CETA program? - - that job?
01 = Yes :. ' K
02 =No - (Mo./Day/Yr.)
39 40 . : PO . .
Why did you Jeave that job? > _ - .
. s o - ) - . N
» . *
’ * L4 q
L)
, ¢ '7 s
- . 0 c e
> . . . N
8% - -
. -
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The following questions (41-42 thru 65-58) apply only to those respondelf.ts)‘y(ﬁo worked LES§ THAN 52 WEEKS °

in the one-year period before entering the CETA program {guestion 13-1\4)3'. v N \

’ -, ' , N R .} : .
4N 42 - 43 44 T ) !

.. How many weeks were yau not working
Huring the one-year period prior to
enrolting in CETA?

During the ttme when you were not working in
the ange-year period beforg entering CETA,
did ygu actively look for ajob?

01 = Yes (If yes, continue.)

ERIC

Aruitoxt provided by Eic:

- - 02 = No (If no, go to question 51-52 }\
X ¢ o
_———"—’-—‘_’_{ .
45 46 1 ===t 49 50 g :
How did you look forwork? How many weeks did you actively fook .
L s 1 {two responses} . ¢ i for work? . .
- 01 = Public empicyment agency (DES) o . ' AN
02 = Prwvate employment agency ) . “ ‘ :
03 = Applied directly to employer  * . t/
04 = Placed or answered ads "~ - ’ . :
. 05 = Friends or relatives A . i : v
06 = Other ~ 7 .
= S = == =

The following questions (51-52 thru 57-58) apply if the length of time out of work (question 41-42) 1s greater than
the length of time actively looking for work (question 49-50). As indicated above, this applies only to those who *
have worked less than 52 weeks in the one:year pefiod prior to enrollment. ‘

F
P

L)

© 51 52 - - ’ 53 54 -
During the time when you were not During the tune when-you were not looking
looking for work, did you want a job? . for worke were you available for work? )
, 01 =Yes . N 01 = Yes p .
. 02 = No Q 02 = No
55 56 ¢ ) ’
.During the time when yQu were not . N
looking for work, what were-the primary . B
reasoqs you did not fook? (tvye responses) . M
57 58 .
v 7 - '
) n ’. . Ay
- - R I . -
FOR ALL RESPONRENTS: % ’ .
Y »
59 60 . : . . 61 62 .t -
Ve o 'y ’
. . - ' “
. ] ~ . : - ,
- ' . . ’
+ 63 67 a . .
! What was yodr te d income (not faguly wmcome) - {\ . : .
beforeltakes in the eftre entering the CETA program?¢, s } 2 .
‘4 .
. - - N . - - o«
- . * ' v
- ~ '} ¢
< . ‘ P . .
* . . - , . .
. ¢ 88 . ' .
. Lo R . . o . A N .
. ad : . . -
- ) . - /D . ‘ N
. . v . » -~ . '*

v
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SECTION Viil:

RESPONDENT'S PROG RAM EXPERIENCES

Only ona part (A through D) of questions 21- 22 thru 55 56 applies to each respondent. The appllcable seGtion is
dependent upon the°program category from which the respondent terrpinated:

. : ’ . - . ¢
.SECTION VIi: PUBLIC ASSISTANCE STATUS R
68" 69 / ? 10 N
Other than yourself, was anyone in (1f yes) Wha( (ype(s)7
z?t:‘;z:;mlly‘.‘recewmg public assistance . . 01-AFD . —.. 06 = Medlcand ,
ploymen't compensation during 08 = F Stamps 07 = Social Security v
the one-\gear peripd pnor 1 enrolling 72 73 03 = Unemployment 08 = Supplemental ..
b L)
n CETA - insurence Security -
01 = Yes . . i > 04 = General retief tncome (SSI}
02 =No . 05§ - Veterans y  09= Other -
; - N . L} - _i—
[ 4 . .
74 75 . % 7717 °
Were you recesving pablic assistange or . {If yes) What typels)? .
unemployment compensation during 01 - AFDC 06 = Med';cand ' ;
the one-year period prior to enrolling . 02 = Food Stamps - 07 = Social Security
? - . .
R n CETA . . ?8 - Zg\ + 03 = Unemployment 08 Supplamen(al
' 01 = Yes / ‘ insurancé Secumy
» 02 =No a . 4 4 04 - \Gﬁwral rehef Income (SSI)
’ * . I 05 = V®erans 09 = Other -
. . —es et — e e — i ’:%4’7~:‘—~_'_“““‘~'—_' N
1 3 8 / o
0 8 N I D Number
| .
L I - . o .o
. ~ - T ¢
9 10 1M1 12 v .
Other than yourself, 1s anyone in your F (1f yes) What typels)?
tamiy currently recewving public 01 - AFDC 06 = Medicaid
assistance or unemployment compensatign? . 02 = Food Stamps 07 = Social Security
01 = Yes 13 14 03 = Unemployment 08 = Supplemental )
02 =No "' v insurance Securnity ~
. ) 04 - General rehief Income (S54)
- / 05 = Veterans 09 = Other
2 . Ve - % -
15 16 - . 17_18 .
Are you currently recewing public . (If yes) What tyg )
| assistance payments or unemployment o1 = AFE)C” 06 = Medicard <
compensation? , . 19 90 027 Food Stap 07 = Social Security ) :
~ 01=Yes - . Q3 = Unemployment 08 = Suppleméntal LY M
02=No R . insurance Security ” ’
) L 04 = General relief "Income (SSI) -
‘ "05 = Yetergns 09 = Other - !
L R . L
. oo .S iy .
= = b - »
> > .0

. .

___qPartA - JFor responden who termlnated from a classroom/skill training program ‘
~ PartB - For respondent who termnnated from awork expenence program
Part C — For respondent who termlnated from an on-the-job training {OJT) program
. PartD - For respondent who termma@edfrgn a transmonal service program ’
4 N . . . - -
). * :"’ N 89 « ! e
' . ‘: \ Lo Vv \.) U ‘
- i K . "
) _,2‘ o o
- - Pl ] .
I o B » o~
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PART A" CLASSROOM/SKILL FRAINING . .
Part A 1s applicable only to thgse respondefcts who tgrminated from a predominantly ski/l training program. * . .

v

. -

21 22 N ’ 23 25
: - " During your participation in the skul training  *
program, what were you being trgméd to do?
& ¢ . ) - N *{Census Code) ~
26 27 . g : ) v 28 3 A .
. Was this an area 1in which you were “ What was your weekly wage in the
. interested in berhg trained? $ i . training program?
01*= Yes ~ o ’ . ) ¥
, 02=No . ’
32 33 : . " 34 35 L. )
How many hgurs per week dicbyou Do z/ou"feel“ that you received a sufficient amount
recesve skill trasning? O . of instryction in the CETA pfogram?
. . ‘ [ . « 01 = Yes N - . N
T - , 02=No
.36 371+ . . 38 39 . R
<% Dtd you recewe acaderyc credit for . In addhition to receving training as a '
. your participation in the training \ ) {question 23-25), were you provided with any
- program? s . Ct addinonal types of classroom instruction?
- 01 = Yes ’ ' 01 = Yes
1 02.= No . 02=No . |
40° 41 : . : a4 4s . . |
- {1f yes) What types? (two sesponses) Did y})u complete the program? . ‘
> - < ) ‘
. 01 = ABE . 01 = Yes ‘ ;
. % 02=GED “ 02 =No \ v
03 = ESL |
™04 = Transition services |
05 = Other < |
. * ’ ‘e
L - 1
46 47 48 49 , » 1
. {If 'no} Why did you leave the program? \ R “ |
‘ - ! = 1
.o I ’ , .
50 51 - ’ . 52 54 Lo . §
. ] On what date did you leave this program? s
. N : |
. v L. (Mo./Day/Yr.) T |
55 56 - T2 - i -~ |

¢ e

Part Bﬁs applicable only to those respondents who. termunated from a predominantly work expenence prog

.
’

PART BM EXPERIENCE . ’ Z

T21 22 23 25 : .
’ x What was your job title while you were .
4 . . < , enrolled in CETA?
e . "TCensus Code) ’
’ - . . . .
. ( . . - .
¥ ’ ) . .
— > - - ts . L
: . 90 \
[ / . v .
N . . 1
4 - M .




t s v
B . i B
A - ‘ T
?- ' , - . - N
o * ; . s / ¢
. .
N, e s Q : ¢
.t . . g
N ' . . .
A y L » A * . s
.
o A - .
. % C : 1 . - .t
2% 27 , . 28 31 . . ’
. . - . How many hours did you work % ' § ¢ , at was your hourly wage rate? .
Lt per week? - - PR y & 2 -
° ¥ Y .
- - . %o A . -
32733 Do . 34 35 . A
., 3 Did you.work as part of a wark crew, \ (1f respondent was part of a work crew) o g
with other persons VOuragd or by, What was thegrotal number of CETA youth '
ydurself undér adult superviss Z N workers 1n th crew’ N
. . .
01'= Work cYew » : v, N . . 'y
- % ? LR
. 02 = By yourself with adult vISION \ / \
e . . 5, ’e . R
. . 36 .37 . - : s s 38:39 X
. Do you f\el that you recéyved a) ﬁgciem Do you feel that the supervision ypu recewed .
' - “ amount c&gsupervssuon whifean the, * - was sufficient to be able tod ood Lob? ’ L
? . .
i »CETA progragp’ 2 01 = Yes , v .
01= ¥gs v, . 02.= No o . 3 ¢
02.= No .8 i - - ’
- - o . . o - (8
hnd . : ' . . 4 * ’
. 40 41 ' Y W i -
4 ) Did you recetve académic credit for . Other thanworkingasa - . .. = N
\ ' your work? Xj ' {question 23-25), did you rgcewve any form s
) . " 01 = Yes A y i . of classroom trainfhg while in the p:ogram’ L0 .
02=No ' L . 01 = Yes o %
' e . . e 02 - No . ¢
~ e
) 5 e Y y ‘Q . '. . s ;o
o - 44 45 ) y c48 a9 O ’, \ -
. (1f yes) What types? ' Dud you complafe the pr ram? X
: 01-ABE o J'01-Yes T B
a6 47 - 02-GED ) N : © 02- No AT
03 = ESL . . w ’ g
) 04 = Other - . . 5 . 4 4
R - .. . o5 Lt A —rgr
. - o, . -
¢ - ’ - h ® o -
A 3 50 51 . i 52 54 . . N
' v < {If no} Why did you leave the program? On what date did yoy leave the CETA
.. . . . . ) program? . oL ! A b
AR AN , . > .. . ® 4
. A T - - . . e .
. N . . . " - . {Mo /Day/Yr) s xr
. o % .
% * 55 56 : - ’ L e
2 . N {1f respondent completed the grogram, question 48-49)- el ’ - , —_—
\ . » A . - -
!‘ . Are you currently employed in this job? , - S . - ¢ °
& Y 01%= Yes ' L 5 A . + . .t
. N 02 = No : , . - T - : L4 ,
T - . A N g ::
= PR - < A A .
. . ¢ . . ® .
PART C  ON-THE-JOR TRALNING Lo v e ,‘ v e
Part Cis appllcable only to those respondents who termm&ed from a predominantly on- the-/vb‘trammg—feﬁ)* e ——
: program. - ) oo ’ - ~
- ., 6 ) e e
u 23 22 . . v - N . 23 25 . r K 4
. \ White parti¢ipatingsin your on-the-job - . . ([f yes) Z\;hat was the specifigob you D
sk . trasning program, weré you besng trained v —rl-were beiv@trangd-for? —5 . 4
Y for a specific type of job? : P - (Census Code) st
. - -t . It 4 . s > =
) i 01 = Yes 4 , v -
.. Q2= Na ’ - . . . . NS .
- { e v . N K * . A -
v i ’ . . R .
. . - ’ - . , , g . S . . o
n . - <) ’ - . ¥ / 7
"o i - A : » (.. e - - - .
W N . ~ A
: * . - . B \ S : :
. - . 8 N % \ R M . o N - .
. LAY . * ¥ - ‘ N - kY L.
. . RS N . .- .
VI S ‘ . b sx ™ s o . " .
< S ¢ .
)~ . \ e * 91 » ! 8 ~ PRI S . .
. Al - - o~
. 2 . @ e .
1 s ¢ . . .. - - ~' M b EN . * - - - ey ~r . \ >
O~ - v, 0 S, - ST
ERIC ¢ ‘ N e ’ - . 4 " -
<. W . : . ) . : . - .. -
L S R R S T




. * . . . ~— .
" x o~ : . ) ., ‘
[ ] A ’ !
N . °
'S . ' : . * .
T . - T +
o . k o Y * ' ‘ . . . .
. " Q . - ‘ &
. . " . < o s - f
26 27 .* . . 28 . 31 - . , Ly s
‘How many hours dld you work - ER What was your hourly wage rate? PO
A . per week? o o, \ N $ R - < .- . B <
v . P ® - " ) - /‘
Y37 33, N '. 3436 ) . L
Do.v‘ou fegl you recewed sufficient . R - 2o you fee! th)( the superv-nsuon you recewed\
. traning on the job? , S v » . “was sufficignt to be able to do a good job? *
Toe 01 < Yes i . 01 - VesTNy . .
' . 02 = No ’ . 02=Nb .
/ -’ - -~
‘36 -37 ) Lot 38 39 ) . . ‘ ‘"
. On your particular worksite, was there o ' D1d you recewve academic credit for your . -
’ a‘group 06 CETA workers or were you . . NIV work? ’ . v
? v -
the only one R N 01 = Ye§ ] ) .
01 = Group . 02 = No ' .
02=Self * . P ¢
40 _ 41 ! ! -, 4243 o : o
jj you recewe any form of i (1f yes) What types?
2 o Q ~
classroom traming? . . . 01=ABE ﬂ_ ~ 3
01 = Yes . ' 02-=GED i CL
02 = No * 03 = ESL i . -
04, = Skill training !
b} . - ' s 05 = Other . _» \ . .
< .
Y . .
46 47 . ‘ . 48 ,49. « .
1 Did you complete the program? . \ (If yes) Are you currently employed ik
. . > -
) . 01 = Yes -, , , this job . , ‘
= 02 = No . - . * 01—= Yes » . ‘ -
. . T . . 027No ¢ - ot ‘
- ‘ - ¢ '
¢ 50 51 . - . - 52 54 T
(If respondent did not compléte grogram) v ] On what date did you feave the | CETA IS \
- Why did you leave the'program?  ~ K S program? . . .*° .
'y , s : ' - T -“ (;VI /6 il ! D \ .
. ) ./Day/Yr,
. r' , . ( Vio . Y ¢
55, 56° 'y , . Q :
> . . \ € N -
’ TN < . | 3 -
3 . . ’
-3 ~ ' '
\ “ > - %
- . \
* PART ? TRANSIJ‘IQNAL ssnvut:ss - , i
_ 2 Part D apphcable cnly to those respondems who termlnated from predommanﬁy ti'ans:tlonal serwce programs "7
< e ., 9. .
Dld you recewe counsehng orunstructlon ln\;ny oF(he followmg specmc areas? .. - P B = <
A - [ . . ° ’ _ [ .
20 22 Lo _— 23 <4 25 . . ! e T TR
‘v ; Occupational /Career Counséling? Ty - . e T e

‘01 = YGSA~".
02 = No




14

T

4

, . t\
C s . It
N S > M
N - > M
. " - ; . Al , -
. .~ e *
9
- - e
-~ v
2% 27 . ) _ . o 28 - 1. . ] . )
(If yes) How woulld you cate this *_ ‘. :
aspect of the program? ' .
. 01 = Excellent . - : Voo
02 = Good Y ; e
. 03 Far + o e
04 = Poor ‘ . r . s
32 33 . ¢ 34° 35 . . s .
Counseling regarding work habits? . *© (1f yes) How would you rate this aspect L
01=Yes - ) R ,of the program? . .
i} 02¢No . .y - 01= Exg:ellem - -
. <, i 02 = Good L . o
NN \ ; . © 03 = Far ‘® .
» . » 04 = Pb(.)( ‘ - J :
36 37 e T g s 38 " 39 . . " ' Q )
. Resume preparauon/compleggn of % .. . (If yes) How would you rpte this aspect S
‘job applncauons7 of the program? . " s
E ol T LI . *
- 01 = Yes .F , e o 01 = Excéllent | . ! N
.. 02=No -, s e . 02 : Good .
e b 03 = Fair . *.
. : . - 04 = Poor ° ¢
- . e . . s * ! .0
4 a1 ¢« 7 e~ 42 43 . o
Job intervieying techmques? . (1f yes) How would you rate this aspect’ )
! . 01=Yes Py . \- . of the program? L. ‘8 '
02 = No " e R . a 0T = Excellent *
. ! 02 = Good N .
. - . 03 = Fair
“» ° . 04 = Poor - .
. . & LY - L2
44 45 - 46 47 e , e
Job finding tethniques? ~ \’ (I"f_yesl How would you rate this aspect . .
. ' N B 2 - “
01 = Yes ofthe program ‘
02 = No 01 = Excellent . . / 4
. 02 =,Good . T .
. - R . 03 = Farr - s M
. . . + ~04 = Poor
¢ L3 ) - \ a
48 49 . ’ * 50 51 * . .
Did you complete the program? - (+ no)) Why did you leave the program?
O1=¥es v . B ; . - } ’ - -
02¢No '+ @& ~ T = . ,
* s . ~ - 0 . ’ *
Y . - o
52 . 54 . 55 56 ; -
On what date did you leave the . . . -,
. « | \CETA p‘rogram7 J . - . AN -
0 . . - . . ] >
e . ey, . ( ) ) )
L e . . s .
oL . (Mo.lDav/YrQ / L - ‘. :
M . ;o i i ) ' ° ! s, A < ' ) ‘
k v - .« |
* 4 - v
SECTION iIX: TRANSJTIONAL/SURPORTIVE.‘SERVICES L - s r !
' !
PAR]' A. Transitional serwces—questnons 57- 58 thru 65- 66,‘apply to all respondents wnh the except/on of those ;
b "terminating from predommantly transmona/ serwces programs. & - . |
Whule in the GETA program, dld you recewe any of the following suv:ces7 ‘ S - - . *
. v ’. . |
‘57 5gh-. T - . 59 60 .
. Occypa.tjonal[cgreef counseling? . L P ’Counselmg regarding work habits? hd o
01 ='Yes * - .- s 4 oT=vYes L . 3 -
( 02-‘[\’0 o . L. T, , 02.=.N° . - . .
. ) ) j.. ! \’5 _. ; ' ' " e ’ a - - * LI
. S ey , . .
M . 3\‘ 5 93 ' M
P K3 * L o - R .
Lo - " . ~ N * d ?“-‘ ' 8 ' - .
R - . ‘ ’ '. . Lo - I3 "1 /\ . ‘ " .
. A" ' . R ..: “ . " K ' . ) ﬁ




- s o\ L -
- . % - .
- - « . ‘} .
) . ) . - . v
v, - ot * . \ .
. 61 62 . ) . . . L 63 64" . . . .
y , Counseling regarding resume preparation/ - Cou‘nselmg regarding job mterv:ewmg N Y
~ completion of job applications? techniques? / \ -
N * . 01=Yes . 01 = Yes 4
- 02=No " 02 =.No N )
L} . .
M 65 66 . . - ’
Counseling regarding job finding techniques? ' B :
U1 = Yes ' - v
082 =No ‘ , . . e Y
\ , - . -
\m[ i & Lo
‘ : PART B. SURPORTIVE SEﬂVICES - For all respondents 1 ;
* White 1n thé CETA program, dg you receive-any of the following services? . .. : . .
. X -
.. © # 68" L 69 10 B . .
Nl H\ealth care?, | Child/day care? R . ’
‘ 01 = Yes 01 = Yes . ¢
i +02=No ~* . 02=No .
/ 1. 72 . ) 73 74 - )
) -] . Transportation? . s - Sl Personal counseling?
P :
t Lo 01 = Yes . * 01 Yes
. 082=No 02 = No .,
) . " t %
- ”~ — e e - - PA
. : > o . 13
1 « 3 8 o o
ol o : ) 1.0. Number
. -
- ’ ] . ’ “ L
. - - * 3 B . ]
N = - - ®
: Are you cutrently receving any of the followtng serviges? .. . . ;
[ . . -" T . Al
9 10 . . 4 1 12 o :
=~ ~ ¢ | + Heaith care? - e ., , |\ Chuld ¢are? i
. REEEEN N . -
. 01 = Yes a . .01 = Yes, . R c o, : '
) 92 =&o . . , . le 02 = Na\/ | . . ot . )
p -~ ) . - g .
" 13 14 15.° 16 . . '
. v f Transgonaugn?" Personal counseling? . .
¢ . v 0?‘- Yes 7 f A . S+ 01 = Yes. 4 ) o4 .
. < . Oﬂ =No Tt © 02~No A ,
. t
. secnoy X: 'RESPONDEN‘I"’S %lE
R e et T, ‘
=] '] How did’ou hear.about the CETA-
o o] egam? .
- .- - '; .
. N N R
Te .- .| Dovyeu .feel that your farticipation in-
» CETA has |m6roved your chances of .
. 4 finding and keeging a 10D e
. s 01> Yes )
‘ - 02 No “* L .
. I .
- ' B \\\ 7 e A
R ) ‘,' - .
. ,.' ‘
, . L3 ‘
e ter fnd
. J
\ o . 5 - o




\
' \1 . 27 28 A . .
A Because of your CETA participation, do , ° Do you feel you had sufficient access t0 services ~
you think you have-thadi-a-betterchance [ such as personal counseling and career <
of returning to or staying in school? R \ counseling? :
w 0= Yes - . 01 = Yes N
1 02=No Y 02 = No
29° 30 33 34 ? - ot \
B (1f no} Which particular services were - What were the best lwAhlngs about the ’
not sufficient? {(two respories) . ¢ pragram? .
~ 01 = Personal counseling ‘ - ' “ L
l 31 32 02= Carger counsehing . 35 36 <
37° 38, . 39 40 . |
’ Would you recommend the‘.program 1 How would you improve the program?
e to others?  * ’ N ' : .. .
. 01=Yes C e —
_02=No & . ’
’ ~" . — T
- . N 2R m— == S *
* . » N I - , .
h)
SECTION XI: SUMMARY P9ST~CETA INFORMATIO}N ° X *
41 42 , . . : . 43 44 U . A
7| How many jobs have you held since’leayng ] Are you currently employed?” | R '
? . - .
tshe (?ET;’\(\:/J::)@);:am. g,lf nones proceed " 01 = Yes ’ .
ection . . . . 02 = No'* ‘. .
. . ’ v e
45 46 b ' 47 48 * . " < 4 -
Atthe time you left N\CETA program . | F- ] ©Oidyou find your own job or did the CETA * ? '
* on_.__ [(insérddate of termina- * » agency find it for you? - s
> 1 . .
B - ton, . 1), did you have a job? . . 01 = Found own job
. ' .01 =YesIf yes, prqceed) v . ) 02 = CETA agency found job . . - :
. 02 =No (if no, skip to question 54-54) * . ‘. " . *
. . . ot ' .
49, 50 e . ‘ 51 52 :
4 /Mas there a gap between the time you ’ How many w&eks after you hnnshed acnvely
. finished actively participating i your CETA, Ve . participating n vour CETA program did 1t
program and the time you obtained that job? take to obtain that }bb7 R .
01 = Yes (If yes proceed) s ) . Proceed to quegti6h67-69, pade 16. « . ‘
. 02 = No (1f no; code question 51-52 as zero ¢ o - - -
< . and proceed to question 67-69, page 16.) e .
Ny - ende quegtion 6769, page 16.), [ “~N .
| g : "YU - : . : R .
. ) . I /\r ° '
SECTION Xll RESPONDENT'S FtRST JOB AFTER CETA ‘ . . v -

- 9 .. For those respondents_w‘ho have held at leastnneJdb after CETA e . ’
Questlons 53-54 1hru 65- 66 apply only to those res‘poﬂents who did not have a job at the time they left therr®, ’
CE“T" A program (que%tlon 45-46,.aboue) ; . L o . -

Y53 54 © .85 56 o R ' .
*How many weeks after leaving the CETA Did you actively look for the entire Ny
‘program did |t take t0 obtann your first 1ob? . . week penod7 (See prevnous question, ) - , .
§ e - ~ : . 01 = Yes (lfyés, §k|p to question 67-68,:page 16.} - .
N s ¥ 02 = No (if no, tontinue.} N - -
N o ' ' )
.
AR |
i ! 'S
. .
. -’ . ‘o -
A"




L F

o ’i
) . ¢ - S .
" - ’ - . ’ \
™ R ¥ P
P ‘ -~ ? . \ * -
vy ‘ . . . . “a '
. 57 58 \ - 59 60 .
. ' o During the time when you were fotlodking :Wu available for work during that yme?-
oy !
for work, did you want ajob i 01 = Yes o -
01 =~Yes ) 02 = No -
02 = No . o . .
. N “ o ° o v
61 62 . “; h és 66' ..‘ - . )
%]  What were the primary‘ redsons.you did ~ How did you find your first yob afté¥ Ie‘avmg
. " not look for ajob during that time? the CETA program? v -
. . 6 6 {two responses} ) 01 = CETA agency ) »,\ 4‘
- > . s 02=DES . .
. ) 03 ='Pr|va}e agency .
< » - 04 ="Friend™
- . 05 = Newspaper
. - N 06 = Walk-in .
. . 07 = School ) .
’ li [ I“ & . * r : . 08 = Other : &
- - X > . * ¢
FOR AL:L RESPONDENTS (who have at least one job) ’ ,e .
. .
‘67 69, ‘ . ‘ )
. On what date did you begin your firstjob aftér the CETA s
] R program? -.
. {Mo./Day/Yr,)
) {Code date of termination if job ts same asjob held Y ,
wtfite in program.) L .
y -
- . . o 3
YR , Company Name ' ot . ) [ N
“ " Business Afdress . . o 2=
S EE A a No. & Street = "~ ° «, Cny v W St Zp
, ) . What does your company do? _. g 72
5 . N .. X .
T .i - e L A L4 :
. v .
s ' |3
‘-‘ . i hd ¢ . ‘ N b
8 v . .
1 2 3 8 ° s N !
) 110 . . 1.D.Number’ '
- . . 1) —n .Q A\ ] -
. L) " - . . .
> J L4 =
i Ay ‘ o 9 .. . . ‘
Questions 9-11 thru 24-25 refer td the respoident’sstarting job position with the company named abovg.
- . " h . N . R
. . - “ j/. . . ,
’ B} : b ol i 9 <11 » 2
- What was yeur sta‘rnng job utle? - Cens ) ‘
. r ) ° [ Code . N ¢
- - * - » . (
] 4 . . '
. .. 2 . " 16 17 . P
" . WhatWas your starting wage = How many hours did you .work per week?
°~ . $ N |, . per_hour? {Indlude bonuses, Lo . . .
e . tips, commissions) . .
' % LN T
\ ' - e LTy .
s o, * s - ) .
1 - .(' N ¢
: 3 - v
- A
- ’ ’ '
E AR ' ' ’ . . - ? )
oL o . ’ i ' -
) . : ! . 96 . '
. \ ' h . - . L] . , ¢ N /
\ . . : -
Q .0 ps : ' e »

™~



18 19 . - 3 20 21
. | Would you have preferred to work ... w After being employed for one week, cid you
, ~ 01 = More . - ! recewve any trammg at work from your -
Y . . 02=lLess . employer? ’
o &9 03 = The same . 01 = Yes
. .amount of hours? ) . 02=No | . - R
. <
22- 23 _ : 24 25 \
b s After being tured, haw many weeks did N . While working for thus employer, did you . .
. it take befére you could perform your . have a change n jobs?
- . A .
N R duties on your own . L 01= Yes (if yes, continue.)
: 5 02 = No'{if no, skip to question 31-32.) ~ -
° . R ¢ . °
26 28 . 29 30 .
. . What was your new job title? . ’ Was the new job a promoton? . B
\ ' QJ = Yes . '
. {Census Code} B . 02= No - L
; . . \\ .
* 7. -" N N ’
FOR ALL RESPONDENTS (who had at least one job): L !
. '
. 3 32 - . : ‘ 33 36 ® -
[ 4 Did you recewve any change in your (if yes) What was your final
1. hourly wage rate? . $ . hourly wage? .
. Py X~ -
01-= Y{s ’ ’ (if no, write 1n same hourly wage
02 = No ¢ i a.s in question 12:15.}
N . e ’ ’ g ~
Only one Part (A through D) of questions 37-38 thru 43-44 applies ‘to'each respondent The\appllcabkz sectron 1
. dependent upon ‘the major Eg,gram ‘category from which the respondent terminated: .
1 Part A * For respondent who termmated from a classroom/skﬂl training program )
- PartB - For réspondent who termrnated from a work experience program - .
, p Part C -~ For respondept who teérminated from an OJT program p o
et PartD ~ For respondent who termmated from,g transmonal serwee\s program * v
- . ! L OF o
’ . 1 ' . ; \ i i .
3 PART A - For Classroom/Skill Taining Pamclpants Only . s

£ ) [ * ¥ K ‘ .
. i 37 38 . . 39 40 * - .
? Did the CETA training influence your - . Was this posmonf:lwork related to your
. decision 18 look for thiskind of job? .| GETA traiming?

01 = Ye

. . 01 = Yes
‘02=N§

T T RN T T T

How many hours did you work . a
T perday? hours : @ .
S ‘ 41 42 —_— L 43- 41 & .
B . . Of these .hours, howsmany hours ' . Do you think you could have obtained ’
1 [ per day did you usé your t’:ETA‘vraining7 this job wsthout ‘the training services (not
(‘ R - '\ { Express in terms of an 8-hour day - use - ’ . N he placemen() pr()v.ded by the CETA prografn?
- o/ - conversion chartsifnecessary) ‘ 01°= Yes . . ’
" 3 P . ' 02=No ,

~

. . . . . g




* - ’ . .
. - & ! s .
L . g
. . 2
: - . 4 v -
a ) ..
- .
* » .
- g\RT B — For Work Expenence Pamc;ants Only ) ‘
: . ' : i
-37_38¢ 3 X ‘39 40 ! ,
l , Didyour CETA participation provide you Did your CETA‘parucipauon improve your - *
- " A Wit a good Ui ability to comp/gge the tasks on your job? ¢
expected of you on the job? (1.e., tardiness, _ .
- absenteeism, ather work habits) 01 = es -
. ¥ . 02 = No °
LI QY = Yes - D ,
R 02~ No .
.. S ’ ”~ [
41, 42 * ‘ ' 43 44 . 5
¢ Do you think you c.ould have obtamed / °
this Job without the work experience (not
. e the placement) provided by CETA? v .
.01 = Yes 2 -
. MO rmradn
. * } 02=No * o . . -
’:ﬁ{ ] *» . ’ ‘ [ ¢ « .
”sr“m‘ N PART C —~ For OJT Participants-Only ‘ .
BN . . . . . ,
' , 37 38 39 40 ‘ .
. Is {was) thisjob ... . (I1f different job): Did the CETA training
‘ 01 = The same’job you were unedn mfﬂuzr;ce your decision to obtain this kind
\ {same employer and job as you ofio
] ° , were trained ) . 01 = Yes
02 = A different job than the.one you . 02:No = .
' were trained in (dnfferent employer ‘ -~
. . or differept yobd N
- . i ’/j 2 v
How many hours did you work per ¢ - ’
day? hours v )
? 4142 o ) 43 44 . ' .
Oflhese hours, how many hours N Do you think you could have obtamed .
per day did you use your CETA trammg? this Jéb wathout the training (not the s
?
. (Expggss inf terms of an 8-hour day; use placement) provided By the CETA program .
ﬁnvers»on chahgf necessary.) .o . 01 = Yes -
. W - . 02 = No . "
. [}
' x — s — -
. ‘ - "PART D — For Transition Services Participants: < < '
_— . . H ( ’ oo . [ ¢
e 37,38 . .. .39 40 . R
Did the services you réceived provide you Did the services you recgived improve'your
. ¢ with a~gooa understanding of what was R o | ability to perform the tasks on your job? -
xpected of you on this job? {1.e., tardiness, s . " 01 = VYes _— o T8
.t senteecsm‘ other wogk habits) . . 02 5 No . ¢
= Yes,* ¥ . . , ) .
\ ) . 02 =No _» ° - . b,
R 4182 - : 4344 : .
. Y| .Did the CETA program influence® yo ] .
‘ e decision (o othtain thus type of job? - .
€ L 5,7 o1=Ye a0 ¢ e .
. R 02=No + ° . H . .
. . . M .
. . " L a hJ
4 1 : - P - : . Y e .
' " K - : s e -~
- "‘ > B . / _
- - - - e e —y e —a— T - ;
- ) - LY - ) i » > .
* N ? 1S L) .
. ‘ . 4 y
- .~ . N - »
~ . R4 d » - [ 4 A « . v,
i - E] . 98 [ PR . *
.o 83 P . N .
o ‘e E K B . N . B
’ Q . 2 v ( ! e . .
"3 ’, ' . »
_': 4 E MC L] ° et - . x ¢ ." *
. . - . , - PO ‘a
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FOR ALL TERMINEES {who had at least one job):
¢

45 46 to Lk , V47 w48, ) R
. All things considered, how would you All things consMered, how would you rate
" rate this job {type of work)? this employer? . .

* 01 = Excellent 01 = Excellent ~
02 = Good . : . 02 = Good
-03.= Fair ‘ ’ 03 = Fair
04 = Poor 04 ="Poor
" a3 - .o s
»
~“How many weeks did you work 4t Are you currently employed in this |ob2
s thisjob? 01 - Yes If yes, go to’Secnon XVl )
M ¢ 02 = No {If no, continue to appropriate
joby section or Section XVII if only,

had one job.}' .-
- 6

Why did you leave this |ob7’ . .

End of Section XII —
Respondent’s First Job After CETA

o
I3 - -~

The follpwing three sections are applicable only for respondents who have held THREE OR MORE ]ObS after |,
Ieavmg the CETA program. Sections Xlil, XPV and.XV apply to those jobs held between the FIRST job after
CE®A ahd ‘the CURRENT/LAST)ob after CETA. INFORMATION ON'THE CURRENT/LAST JOB MUST NOT
8E ENTERED HERE., For respondents who have heid only two jobs since termination, proceed to Section XVI -
-“Respondent s Current or Last Job"'. < .
-4 S !
,SE‘CTIONvXIIIf RES'PONDENT'S SECOND.JOB AFTER CETA
oL For}espondents who have heId at feast three jobs after they left CETA

.

P
. . . A

. . 57 58 '
After your first job, hgwmanv weeks ~ ¢ K During this time. did you actively look
were you oyt of work before hndmg L . for work? “

2 . 1 .
(hlS job “_ . «:sd?g . . - 01 = Yes
’ ; “02 = No

‘o
What.was your final job utle on How many hours dig you work per tveek?
.this jobs? -

Al

{Census Cod;z)

-

\ ¢
[y

What was your final ’ How many weeks did you won:k on
hourly wage? ' this job?

k4

Why did you leave this job?

(i s

1.D. Number

ERIC

.




- . S‘ECT!ON X1V: RESPONDENT'S THIRD JOB AFTER CETA/—//'

For respondents who have held AT, /_EAST FQUR JOBS after they left CETA.

—

g 10 ’ . 11 12
. ¥
. After yeur second job, how many weeks were During this time, thd you actively look | .
L - you out of work before finding this yob? for work?
) ‘o // T , 01.= Yes .
02 = No~ ’ °
. - . - 1 §
, . 13 15 —~ ‘ . 16 17 . ) .
) ! What was your final job title? . e How many hours did you work per week;:,,
. {Census G\‘Fdée) : A ' )
. - B « - ¢ .
/ 18 24 . ’ N ©22 23 -
- . What was your final hourly ' -How many weeks did you work on this
$ = L wage? - ‘. * job?
. ’ T \ .
24 25 . ) N
Why did you leave this job? .
- ) . . <, . ~
~ - . -
——— — = _
SECTION XV: RESPONDENT'S FOURTH JOB AFTER CETA
. . For respondents who have held AT LEASH FIVE JOBS after they left CETA.
>
. 26 27 = " ¢ ) 28 . 29
After your third job, how many weeks AR During this tme, did you actively look .
] were you out of work before finding for'work?
. thls(;ob7 ' Q,‘. 01 = Yes
- ) . s . 02 - No .
~ . . . .
. . r
30 .32 oo 33 34 . ] s .
, ; ® l What was your final job ttle? : How~many hours did you work per wegk?
4 ] ; s ™ ' .
= . {Census Code)
s - .
3 .38 ., o . .39 40 ’ .o L)
e What was your final hourly wage? How many weeks did you work on this
$ l : . job? - .
. < ! . -
41 42 : - ' o —
-, Why did you leave thls.jéle R - : B
i ‘ « 1 - - T
. - T — , : . .
. » ’ .2 C
) S = ¢ P — =
. SECTION XVI: RESPONDENT'S CURRENT OR'LAST.JOB ‘ By e
- : For all respondents who have held A T LEAST TWO JOBS after they left CETA.
43 44 . RN Rsv 46 ) y
t. . How many weeKs were you out of work X /\4 Did*you actively'look for work for the entiré
) * before ohtaining yof;r current/last ;ol;7 . 1 _._._z.week period?-{See péevuous question )
= 1 Y . 01 = Yes (1f yes, skip to question 55-57.)
. "o - ¢ s 02 =:No (if no, continue.)
_\‘-"/ . ﬁt ' * T e . . n
] : . Y, . .
* » M By - ~
. ¢ . ~
N J . »\ fa o &,
N . ‘ s » , P
N o . ! " . - . .100 ) R ] ) .
wut H , .
Tia, . . <, T , - .
. ":}“ - -~ SR . o . ¢ R
. . N -8 . .
:~ :]: T - oL o . . . -- 3 ) ) o R
> C \ ) B o , . , . e . .- . . . O

f,--s_.-.- ”'.' o . T e -




During’the ume when you were not

/\

N 01=Yes
02 = No

51 .52

jooking for work, did you want a job?

: e

) .

49 50 “
Were you available for work dyring that i
~yme? [ . ’
© 1= Yes ) . ,
02 = No . ° .
53 54 ) ' .

1 Whatwas the prinfary reasor you dd ’
not loo( for work during that ume?

How did you fing your‘cgrremllast Job?
01 = CETA agency

05 = Newspaper

. A - 02:-bDES @ 06 = Walk-in £
' . 03 = Private agency . 07 = Schoo!
. 04 = Enend 08 -Other o ——
' . h ¢
» A D " - . -
Company Name™ s " . . -
- ¢ - -
o . . . - — .
. Business Address oo [ PEADIRY) . * @
. . . No. % Street - City State - 2ip
What does your < g i , .
company do? M N 55 57
< 5o ’ , I | SIG
N ' S
s - . . . , \’ - . .
9ue§tions &'38-60 to 71-72 refer to the reqund%t's starting job position with the compan$ named above.
“ n ’ o . s
¢ - .o 4 . . 3,
' ‘ - .What was your starung job title? JA ' . 58 - 60 ! .
’ . o Code ron ®
. \ h . * M ens“.s 7 . P
' /2 \/ * ~ - v . £ ! - st
61 64 te 656G A . -
. - B What was your starting wage How many hofrs did you work LT B N
per Wou?? (Include bonuses. - - ( per week?\ . :
ups, commissions.J - . \ . -, 12
' . N e ? ’ N
67 68 . ) .- 69 70 g D . : .
Would you have preferred 1o work E After-being emptoyed eek, did you |
01 = More ‘recetue any training at w myour ) .
O . ‘ : . employer7 K N o
N U‘ L e55 7 ...
03 = The same . . —orEdes Ty =
. ‘ v 02 = No ¢, -
..amount of hours? - \ ‘
n 12 ° . S 73° 74 ; : : . 3
After bemg hired, how'many weéks dud e _While working for this erpplqygr, did you “,
-it (ake before you could perform your. have a change in jobs? LT T e
L > ":b dutjes on your own? "1 ) 01,=Yes {1 yes, continue.} “ . .
'@ ~a . . Y 02 No {If no, skip to "question 9-10)  * ¥
€ ‘ . / N ., N 4 ‘
., " " ‘ .~
75 - 77 - . . ot 38 79 A . i R
What wds your new job titlé? . ] Was the new job a promouon?  °  » | Lt
e {Censys Codsd 01 =Yes AL : - A
a 02 = No -, . ¢ i
. N N - * ¢ . ~ o,
~ ’ ﬁ . i ‘ ’
¥ v e . ;
. » . . b - .
v ‘ v . . . "_* " . "
f"«?‘ . ’ e o:\_ \ > ';:
. ’ ) P 't S ” A 4, .
: oo ( .t
'Y . (44 -, A . LY R
. N . ) Y N 101 . ‘. WA R R ]
. - '™ ! Lg , - ‘ ' 9 fl) p - - .
. . , . .
— L _ . | Aot ’
* ’ N * / ‘ ‘ % St g ) ' o
Lot .t . : . « s 0T . . 1
] t L. ’ .. N ' - ' :'_ (g4 2 "‘ N
v w7 i P n o N : x 2, * \ . . LI S K4 . ;gb,_ " I




. CL e : .
R + .
A ¥ v - * ~ !
K o b ve _* B . * L]
- - : : Toe
L - - * M R - -\ . -
L ' . » . .
2 : . C
3 - . ‘
2 . . [} . 3 e { N 4 ‘
v & . [ 4
~ y
< . » , - . * [ .
R . ‘e < ° L - " . B
° Al : ° . \
[N (- - o 4 - |
s ' 3 Nt 8 I . ' ‘ ;
’ 1 2 ’ ’ e 1D Number - A - j
- . : . |
L ° : —ltﬁ . . D) i . \
) . “ - bl = Yy ¢ o : rd ¢ - \
. FOR ALL jESPONDENTS (who had at. leist two jobs): ) . . ) : -
a. ‘e . R R ] f -
9- 10 - : 1 14 » - s
REE D‘»d’iy_ou receive any change tn your (1f yes) Whiat wps your final .
9 - _hourty wage rate? . $ N _hourly wage? »
01 = Yes {lf no. write in same hourly wage asin
- , OP=No . 61-64.
. ’ _
- Oa}y on'e PafHA—&hreugh D) of questions 15-16 thru 21-22 applies to-each respondent. The applitable secnon is -
- 4 . depende’nt upon the program category from which the respondent terminated: .
. . H
-« PartA” — For respondent who terminated from a elassroom/skill training program. .
. .PartB ~ Forrespondent who terminated from a work experience program, -
- a - PartC - Forrespondent wha terminated from an OJT program . \ .
° . + PartC *— ’For,respondent who terminated from a' transitional servites prograngf,
. oo . v 5 . - . .
i . : N B hd
7 - - - .
. . e . . . ‘-
. : PART A - For Classroom/Skill Trammg Respondent - !c@ o . .
) e “\ .. A e .
- " - A - > - “ . —}
15 16 ° o=l T . .7 « 17,718 .
. . ~ " Did the CETA traming mfluence your . 1 |~ Was thus position’s work related to your n [ ]
. . | decision to iook for this kind of job?' Ly CETA training? _ - v '
. . . . ' v . ’
. , » 01% Yes™ _ s . 015 Yes Lo -
N .~ 02=No 4 . z 0243 No , ! . . e
. . ! ) ] 1 A ! . .
: How many hourys did you work per day? 21 922 . / : f ; - '
~ hours. ; o i T Do you thihk you'could havé obtained this y
r- 19 <0 Of thise Hours, how miany hours per " 'job without th® training services {noPhe
1 es . a our
3 . 4 . lacement) provided by thé@ CETA program? %
- - day did you use%)ﬁr CETA training? placem provicsd by Pr ga
] . (Express in terms of an 8-haur day. use N Q1 = Yes .-
i conversion chart f hecessary.) % + 02=No . — % ~—
Y- .’ . N < R N ? . ' - . ) '
. -t P = ~ . ( 7 N :
. j’ o EABI,B-'—;' For Work Experience ReSpondent . ,
£ h . i
M - ° . s . ’ . - . .
b 15 167 =~ et T e .17 18 T e e e e ——
& LI Did your CETA.particupation provide you with - Did your CET A participation improve your z
, a good understanding of what was exfected ability to complete the tasks on your jobh? . ]
. 2 3 R
. of you on the job? li.e., tardiness, absefiteeism, 01 = Yes . o i / .
.. general work habits) ) < 02.= No )
. 01 = Yes . ' ‘ g . LN
. . 02=Ng © T . - o
o v . ‘ - » . . '
N e 7" « . . .
~ . ‘lf‘. ’ . -t . o
. ' ’ . . .,
- ~ \ . } ’, . ,
. Co . , . ” -
LN ™ ’ i _2 : e r . '
: | S °
~ ' . ° a“;ﬂ N .o »
g . -t . : 102 . . ‘
o, \ , - : ,
Lo} ‘ k) 7 N - *
- - . rd
= .‘ B ~ ~ . . 3 ’
" . . .. gd . s . ' o . l:
hd - b . 1Y -
- L) " . J ! . - ’ -
' R ™ : o '
: -} . . & . - . R R




o 23 "24

All (hmgscons»dered how would ybu
rate this job {type of work)7 R

/ v
. ' 01 =«Excellent / .
L - 02 £ Good
, ., 03=Far .
04 = Poor -~ .

% 26

-,

. .
Al tthgs copsidered, how would you
rate this employer?

01= Excellent
02 = Gopd
03 = Fair ew .
04 = Poor .
1]
/
[
. \

3 ”
. )
o o Ty S
~ L M ) >
19 20 . . o 21 22 - .
(' Do’_’you think you coutd have obtaineti - ¢ .
« J . i)l with out the work experience .
{not thé Blacement) provided by CETA? .
’ * * 01 2 Yes - . L}
02 = No s -
v . . d 7 ? .
. . ® "y ) ) .
. * ‘ - 7 R ) ¢ i
4
s ~ . PART C — For OJT Respondent e “ (~
i i . ¢ . : T ' * <, o
- 15 16 . ‘ <17 18 - 1y ——
. Is {was) thisjob ... ) . J (H ‘different job) Did the CETA (ra;nmg
. . s 1. 01 = The same job you were trfined . ’ mfﬂu;r;ce your decssv?n to ob(am thlsllélnd *
v 4/ {same employer and 1ob as you otio e ‘,
. ) were trained in} . 01 = Yes ¢
N 3 02 = A different job than the one You 02 = No v : N
were trained ? {differentsemployer . . " -
’ . or different job) N N . ) - ~ -
» - 3 F ]
. How many hours d™ you work per day? 21 22 - ) +
H hours Do yog think y Su coyld have obtamed thus
v 19 20 — . " ob without the tramning {not the placereeasl— »
’ Of these hours. how many hours . provided by the CETA program? . . :
> per did you use your CETA training? 01 - Yes ‘. . "
s (E ss in terms of an 8-hour day. use ® 02- No . N - .
- conversion chart if necessary.) * .. o
. - . .
. - . L3y 1] :
4 [ s . . 1
P o -
’ " . PART D’'— For Transition Services Respondent ' " w o
\ R . _ o
- 15 16 i . . g 17_18 ’ ‘ .
< +Did the services you received provide you . 4 Did the services you recerved improve your
with a good understanding of what was . ability to perform the tasks an your job?
expec(ed of you on this jpb? {i.e., tardiness, 01 = Yes’
] - absenteevsm other work habits} 02 “=No \ .
- 01 = Yes . - . - .
. » ~ - .
02 = No. .- . . .- )
L4 4 . . -
19 20, . 21 722 Lo
. Did the CETA progran)mfluence your . - . . '
. decision to obtain this type ofjob? » L o
) . .
. - 01 = Yes “ . y ! s -
p— o
) 02,2 No Joe -
v ~ / ¢ .
et - - - . - -
N v" . - - - - ..__;_._.___’ . D
. ) . - . ‘
_ FOR ALL RESPONDENTS (who have had a l:z’z}st two jobs}: , P -
' ' . “ . - .




L
27 +"28 ©s ~ 29 30 ' .

- How many weeks did you work at + - Are you currently employed,in this ;ob')
. ? - LN . M v
. . this job . . = Yes (It yes, skip t0 question 49-,50 ) h
- > N (02 No (H no, continue.} N
[Y S ~ . . - N . 2 L .
31 32 . . ] s y . 3. . ) .
: - 5l Why“did you'leave this job? / ‘ , “
. N ‘. . = B ~ ) -
~ l o V/ < R R 4 . - i
v - N . of - Tl
SEPCTIONXVII: FOR RESPONDENTS WHO ARE Né‘r CURRENTLY EMPLOYED o
(1f respondent is currently e p/oyedf this sectloLnot apphcable Proceéd : |
} . to Section XVIII, below ) . . .
» .
3334 ) ) .35 36 : . . : ) '
How many weeks have you been out of - Have y.ou acuvel\('looked forwork smce :
 work since your last job {or since leaving I our last job {or the CETA program)? . |
I the prfgram)7 .- . ’ 01 = Ygs - . A . . _‘
. 03™ No . . '3 . |
s . / ’ rd |
. 37 38 _ 39 40 Jj
For how many weeks have you actively Are you currently available for Work? ’ . |
I' looked for work? l 01 - Yes |
. - ) 02-No ™ s Voot |
. ¢ ' .
. . . . |
a1 42 ! T a3 a4 - .. ¥ : T
L Are you curreqtly looking for a job? . {If yes) How ar u looking for a |ol§? .- - |
~ -
. 01 = Yes {If yes, continue.) 01 = Training age/V ’
- 02 = No (If no, proceed to question 45-48.) 02 = DES i - . . -
. . 03 = Pnivatedgency * .
' - . 04 = Friend .
- . ‘05 = Newspaper *
N . 06 = Walk-in - - .
. . ‘ P ~ 07 = School - . p
s - . . 08 = Other : '
. “45 46 . “oe . ) L . :
What are the reasons you are not currently’ i .
looking?. =~ . 5 R : ) '
F . . '. .
47 48 - - — '
N Y3 v ‘ ' ' / : . -

‘.
3 M .

-SECTION XVIII\ RESPONDENT'S OTHER POST- PROGRAM E’(PERIENCES . .

. : (For all respondents)” ] \H_MI,_WIT e

N

{

49 50 ! > s -

Since leaving the CETA program, have you attended ’ . ' i

4 a postsecondary school/training program/CETA peogram - . : -

or enlisted in the military? * i . - . . ,
S 01 = Yes {If yes, gontinue.) ? ' ' N

’ ~02 5 No (If no, end of interview. Remainder of quesionnaire - ) . ‘ ) ! ¥

5. should be coded *'—1"; not aaplaable )

h / R 4 I4

;

s s - . « %

- \
T T T T



3 ., ,\'_ Ve ‘ ‘ ,
' M \ ‘ . 0 s ’ *
. . ‘ o K \_/ . ‘t b A
.’ R . » . . . - ) .
~ 5 ’ . . ’, \ -
- -t ) - . o A
- .- . . E [ 4 . P . R . ®.
PN I 4 \ o
" Lyes., which um'(s) . . ) s . D T, ~ v
T - * . . . o
, T——%51_ 52 . —=3 Sy ; : e — SR
I R Schqpl/training program/CETA program?  ~ . Mibitary? . 3 S T TR T e
¢ ¢ -——{——— 01 = School/training program 01 = Yes ‘ N - - .
) 02 = CETA program . 02 = No ' ; o
-~ _ ’ . . o ; M
) Are you currently ... | -, L. J LT K 5’ o S
- 55 56 . N 57 58 . . : .t : *
2 Attending schgol/trammg program/ ' » : Serving 1n miitary? . \,\-\ i
CETA °'°9E‘f"‘? R : O1=Yes .« - :
»01-\19}.. . e 02 = No L. . VN 2
. 02 = No P RO . . - . o
! B ‘ . . I A\ ) YA
T TS T A g :
1 2 /3 8 - ) ‘ . o
/ T ; . - .
.. 137 |- 1.D. Number . I e . i -
: , d 4T AU -
- e : ’ - . e g f_&:.s. A — : . .
. - R ’—- T ¥ o " B
.
SECTION. XIX: FOR HESPONDENTS WHO HAVEW\RTICIPATED IN - .o . ’
. e -
- . ANOTHER 'SCHOOL /TRAINING PBOGRAM/CETA PROGRAM . . /
C N . » pt
A , ~ Sifice LEAVING CETA (question 51£52 above) ' KRR
% i 3 ' ° ) ‘ ) y -
3 N . - L d
0 .9 . y » — ’x‘ 11 13 - R N F
. 7 | - Whay type of{schoot/program ard (were} | - ’ What agency 1s {was) providing the N . [N
vy ' you enrolled n”eg,, welding, clerical, schooling/program? L oS N -
. T~ business mat® work experjencef” ’ . . \ M 1
' . = LT SRR, a o (- . .
" R v . _ ~. N g ; , .
. . . . ' o e = . P
% . 14 15 te . 16 18 . . LT
, L~ * How many weeksafter the CETA program /4 What date did you‘begm th’us program? ° s
did you enter this program? A S * : v ) -
N L o . .
. : o : . s : o PayiYe)  (J° N YO~ -
- vogen ) ) i v 4 . 1 o . B
4 rd . - \ Lo ~ ; . -~
19 20 ~ e ™ 21”22 . i
J ’ | | How many weeks have {did) you 2 - . ‘Are (were) you anendung full or-psrt -time? _ ’
. A 5
¢ . attend(eg)? t . - o1 "“Full ume . ! Lo '
- - . . - w - ral [11841%4 1) .4 . - - ;
hd - ) ; . .f \' 4 ~ \' I ! ’ L 0—'
s~ 25 25 - 26 27— = . ] Cos ~ -
~ - “1‘ How many‘weeks 1s {was) the : . , Hgyou completed the program? ; ] 7 U
) complete progra\n7 L 01 = Yes “t . -, [
/ k’ — . l‘/A < - - - R . 02= No \ o v -, ¢ L 2"
e s e TN BT T
o 28 29 ' ; ‘o 31 % R
B Why did VOU enroﬂ in this programZ ) T Ts-(was) this schoollng/program related to o=
‘e S L your anvCETA partigipation? i JUrs . L \
- ‘ Vo : > . A 01 = Yes . . e . S
» ) * .‘ - 02 = NO * * .
- 5 L .ot ' .. N a - % v
. +32.33 , P . . . - e
. 1 ?1slwas)y, rior CETApamcnpauon - ) o , T
"L o] helpfuttMou in'this program? - ' (o > - Lo
“ N . - ' * et o
S . 01 = Yess . =~ . . . :
’ - 02=No . s . < ' SRR -
° Y
1

-



* SECTION XX: FOR RESPONDENTS WHO MAVE ENLISTED IN THE MILITARY
. . SINCE LEAVING CETA(question 53-54) '
. - Y

¢

34 35 . e . 36 37, ° i
. Why did you join the military? . ., '

ts (was) the military work related to your
CETA parucipation?

01 = To recewe training
02 = Caréer choice F— , 01 - Yes
*03 = No better opportugsties/ ¢ ' . 02 - No
alternauves availlable | -«
04 = Other D

40

«On what date did you enter the military?
f .

(Mo /Day/Yr.)

Aruitoxt provided by Eic:
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HOW TO INCREASE CONFIDENCEMNDATA .

L . COLLECTED BY|MAILED QUESTIONNAIRES N
A.\‘ é - \ . -~ ; i

. : Y . L . L .
The issue of data cénfidence is.extrem§ly important in any data-collection method, and in
research methodology it involves the questidn of measurement error. A Self-respecting evaluator

" makes a primary effort to cantrol measuremgnt error in drder to increase the "truthful{ress" .

(refiability and validity) ofthe data being coHected. In an effort to lessen measurement error, the

following strategies are discussed in this chapger. (1) determining how many items there should be
per dimension, (2) determining what questipfs to ask, (3) determining appropriate wording of the
guestions,-and (zt) determining appropriate reF'po’n_se options. ;

‘-

<

Determihing How Many Items per Dimension,|

o

| , v
An examlnaffo\qof follow-up i truments used by state and local vocational education agencie
shows that information on training datisfaction and job satis,‘action is either collected as unidimen-
sional variables {i.e., one global question) or ds multidimensional vakiables (1.e., several questions).
The question, therefore, is how,many items ger dimehsion?. o -

o K

/g/articularlv,when that construct is central td the study. e are several reasons for this decision.

- LY

bt

.

-

¢ .

- ‘someone else’s 'gmstrument or trying to yalidate one you have treated.

Anvy.one'item Includes some measurement.efror, that is, some Of-the variafice in the résponses across . *

subjects is due to error rather than true score. If the dQurces of this error can be considered to be
random factors (Such as how wording is intérpreted or how the scale’s anchors are defined), then

S

It is generally best to include more tharf one item thatis intended to measure a given construct,

using multiple items will increase the constfuct validity of the score. This-is true because the random

errors tend to cancel gach other, while the [ "true score’’ components will add up. Accordingly, it is

_ oftef asserted that the reliability of;g scalg generally inCreases as items are added {assuming that

they are good items). . . . )

b ) .

Another reason for using multiple ifems is to allow for exarhination of the convergence amohg

items. If two items are supposed to be easuring the same thing, then they should correlate to a

reasonable degree. The exact number that is°”reg§onaple’f depends upon whetheér yau are criticizing

v

.. When new items are being created to measure a construct, it is best to include at least three
per construct. Even very similar itemg can occasionally lack ¢onvergence. If three items are used,

chances are good that two will prove to be QQQG‘QS?"'JS,,GHG converge at a satisfactory level. (Pretest-
ce'and

ing the instrument to determine conée'rgen equiring aveworking pf.items are good ideas,

of course. [ . - . ’

] -
.

SOURCE. Stephen J.-Franchak, Eliseo ,R Ponce, Rober;"s;fl'(. Bilhngs, and Patrick A. O'Reilly. ‘Guidelines and
Procedures. Measuring the Training Satjsfaction and Job Satisfaction of Former Vocational Students (Columbus.
The National Center for Research in Vpcational Education, The Ohio State University, 1981}, pp. 52-72, 78, 80.

.
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-While there are advantagg.s to multiple items, there are also disadvantages. As the scale gets
longer, the marginal utility of additional items, for increased reliability declines. It is of‘ten difficult
to compose several items.that measure the same construet without becoming redundant. Such
* repetitron can annoy respondents who feel that they keep answermg the same question (whuch in
fact, 1s frue). Additional 1téms.obviously increase the length of the instrument and may lower the

]

. .response rate, cause fatigue, invalidate items near the end, and lower the number of constructs that °

can be measured It suggested that, depending on the importance of the construct to the study,
there shodld be at least thrée but no more than five items per construct. )

V4 f

\ 1

+

Determinjng What Questions to Ask

~

You havealready listed the specific objectives of your study in measuring the training satis-
faction and job satisfaction of formér vocational studentg. These objectives should serve as your
bases In determmmg what questidns to ask. The: exampie that foIIows |IIustrates how specific objecf
tives are transiated_into specific items in the Questnonnalre

ki

/-Spe(:/f/c objective: To determine the job satisfaction of former vocational students,

\
h , . class 1979- 80, who are employed by the industries estabhshed(
' ! a since 1975 in Brooklngs City o .
*7\ \ Yy . LR . . . } .

s Jtem for the qlestionnaire: .

(; Neith . .
’ . . . Satisfigd v ;
h ’ « Highty : nor Highly |
o, Satisfied . Dissatistied Dissatisfied”
. ‘ m (@ 3o, @ (5)
vl e Y A AN
7 . Salary ° — " . - * . -
. Fringe Bertefits . ) f S )
. ., Working Conditions . i
. i Status ' N
9 . - AR ’ .
Other (specify: -0 . N MU .

!' . . \ « . . 0’ <
After all the items are written, you may want to group those that &re similaf pr related. Your next
task is to arrange your groups of items in the questionnaire so thaf they are presented in cogrect -
psychological order to the respondents. This will create & smooth.flow of ideas for the respondents
who are answering the questlonnanre They should not feel as if they are being subjected to a qulz

. or examlngtlon As a'rule of thumb, dlffncujt questions are placed at the end. .

s R . . [N f\\

! Another. useful procedure for determining what questuons to ask is suggested.by Selltiz, - *
< + Wrightsman, and Cook (1976, p. 543). They say ; s v
’ . An excellent test of one’s performance in th:s stage of questlonna|re constructnon
: and, at the same time, a valuable aid, is the preparation of “dummy tables’’ show¢
- Ing the relationships that are anticipated. 8y drawmg up such tables in advance,
- the investigators force themselves to Hefinite decisions abour what data are reqtired
' and how they will be usecl [ltahcs added] ’ ‘, .
, - ) . ) - : S . % o' o ¢
, 1mo . T e T

R ’ . . ; o -

l:lk\‘l)l(:J ’ I AR Y ’ ’ W v

L~ ‘ . " © : » \ . I
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- CHECKLIST1 o N ot

Decisions About Questlon Content

! . . - . .
) [ '}' ) ! .
B '
<, ) ot ) .
1 Instructions: E}amine each question in your questionnaire in terms of the following points:
]
2_
,‘ <1 Yes' No Y ) ) ~ : . >
. A — ., . ) A r'. ’ )
(I 1. Is this question pecessary? Just how will it be useful? . . .
, b
¢ & 2. Are several questions needed-on thg subject matter of this question? ! I}
‘ ™ L 3. Do the respondents have the\nformatnon necessary to answer the questlon? -
’
] > '
/ - ] J 4. s the questton concrete, specmq and closely related to the respondent’s
: personal experience? . . -
v 8 .5, Is the question content sufficiently general and free from too much
\ concreteness and specnfucnty? s .
® | - | ' '
lf] i D' 6. Isthe questlon content biased-or.loaded in one dwect:o’n wuthoct -
. ‘ accompanying questions to baIance the emphasis? - .
0 (3~ 7. Will thé respondents give the information that is asked for? :
. . /\ - 4 ' [ . .
, o s
L ! .
S . . . - H ; - [
* t L - hd . v .
/ .'; - . .
LY '( ) L d d
- K . ~
. r : ' ) . 4 .
4- r i . ﬁ - ' 1, . . ,ﬂ ‘ L
-\ :- . N . e . b T 4
'f " NOTE: {deas in this checkhst were taken from C: Selltiz, L. S. Wrightsman, and S. W. Cbbk
. ResearcﬁMethqu in Social Relations (New York: Holt, Rmehart andWmston 1975)
. C e i
b ' . ' \ - . ! Ld
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o n

.
A

Before determining whether you used the proper wording, structure, and respdnse options in-
yQur questions,_ take a fetv minutes to think alsout thg questions posed in checklist 1. It is worth
your time to mwhead ca utnously Remember, the most troublasome errors in questionnaires

“‘creep In unwitt: ly, gvén in ‘obvioysly srmple questions’ ”’ (Selltiz, Wrightsman, and Cook 1976,
p. 547)." ; o .

4 »

s
.

- ~ T B - . \
- . )
. . . .

Determlnéng Appropriate Wording of the Questldh - ’ \

<

A’fter decisions"have been made regarding the questions to ask, you are ready to address one of
the most important, as wéll as the most difficult, tasks-n the entire phase of the study~wnt|ng 3
good questlonnalre item. "'The formulation of good questions is much more subtle and frustrating
_than is generally belidved by those who have nqt actually attempted it" (Goode and Hajt 1962 p.
"132). Many experts believe that the most rmportant defect of c'ommercnal survey research is improp-
erly worded questions. . * bR

5 - . ~
-

\ - -

In regard to questron wording, two important, separate decisions must be made: deciding-ques-
tion structure and deciding actual choice of words. Dillman (1978, p. 86) identifies four basic types
ofquestlon structure according to the nature, of regponse behavior asked of the respondants: open-

ended, tiosed-ended with-ordered chojces, closed- énded with unordered choices, and partially closed-
ended. Table 1 explains the uses, the advantages, and the disadvantages of these four types of question
structure. . . ’ -

N .

The type of question structure to use depends on the kind of‘mformatwn the evaluator is’

: attemptmg to obtain in the survey. Selqctlng the wrong structure may_mean gettlng -the wrong infor-

mation and receiving answer§ to the wrong evaluation queonns Addltlonaﬂy, the evaluator should.

consider other factdTs such as staff experuse, time avarlable for the study, and financial resources. o
Analysis of results of certain structures, suc¢h as the open- ended structure, demands considerable . .,

expense money, a lot of time, and a high degree of expertlse (Jacobs 1974, p. 10). . o

- ] .

‘Whichever structure 1s used the key Issue is to rpaxlmlze the specificity of the item. The "
object being referred to should be cohtise and clear, particularly when the effects of voca‘tlonal
education are being evaluated. As argued in the préceding sectuon any effects are likely to be very
specmc and will-not be identified by one global satisfaction question. . 44 »

' N -

After a deClSIOI"I 1s made on question structure the evaluator nedts to, decrde on the actual
choice of yvords. “"The wrong choice of words.can create any number gf problems from excessive’
yaguenethVo too much, precision, from belng misgndersteod . from'betng too ohjectionable to
being too uninteresting and irrelevant’” (Dillman 1978 . 95]). Payne (1951, p. 9) adds -

" Question ordrng mvolvestr"nore than toylng wrth this word or that to see what, ’
may happeh, however. It is more than a mere matter of manipulation of words \

to produce suj PlSlI"Ig |Ilus|ons The mostcrmcal ‘need for attention to wording

) is to make sure ‘that the particular /ssue which the questionnaire has in mind iss -

l} - the part|CuIar issue on whicfi the respondent gives his@nswers. - ‘ .

o To assure that the intended |ssue is understood then, is the fundamental func»
* tion of question wording. N ' . .

Ed
o' v ® ¢

. * The goal, then |s to word care’fully and clearly each question so that aII reSpondents |nterpret
it 1n the same manner as the questnon designers. "Generally, the most effective questrQns are worded
ds simply-as posstble” (Berdie and Anderson 1974, p. 39). Table-2 shows some “don’ts” in quitmn

wording. Checkllst 2.1s designed to help you determirie appropnate question wordlng .

o - ) .. o 12" g . ' ‘. ) '

. ¥

K4

-~
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TABLE 1

Types of Question Structure

1. Open-ended Questions . . .

\ -

. ¢ In your opinion, what is the most satisfying part of your vocational training?

Iy

Examples e What specific things about this vocatio’nal program have you i’ound to be least |-
useful to you ig your preset job? : -

¥

r Y

' . . . - ) - - 4 ' '
, m-' Lenq themselvesto situations:in which respondents can express themselves freely
and/or recall a precise piece of information without difficulty.

® .Are useful when researchers cannot.ahticipate the varioys ways in which people
are likely to respond to a questiod. -

° ],‘énd to stimulate free thought, He suggestive, probe people"s memories, and ~
“clargfy positions. . b . o .

- 'Y

‘ Can be very demanding. The té_sks of articulating answers is difficult for most
L ' respondents, especially for those with low educational attainment and for those
who lack experience in communicating ideas to other people.

*

Disadvantages .1

® Are time-consuming for the respondents and may affect the response rate.

<

~

Elicit answers difficult to code and summarize. - -

~ .

"* - 2. Clpsed-ended Questions witﬁ'Orde?ed Answer Choices . .
: 1

N

' - - L - .

® Considering your vocational training, rate the degree to which you are
satisfied with each of the following: , “ A
. Satisfied Not Suie,/ ~Dissatisfied
Methods of instruction [] [ . J

-
-

Facilities and equipment 1 L. x

Guidance service ‘ N ' L3
Placement services \ (1 - (1

Cooperative work experience -‘ | 7 I oL
Ll

Apprenticeship training &E‘J f]

1 Are suitable for determining such things as intensity of fegling, degree of involve-
ment, and frequency of participation. . o~ . .

—~~

Elicit responses suited to many forms of statisticai analyses.

. A
Place little demand on respondents. /‘ "
) A\

Tend to be very. specific, causing respondents to think about a limited aspecft\of
lifein a limited &vay. Having,a response dimension narrow in scope enables .
respondénts to place themselves at the most appropriate point on a scale implied
by. the answer choices. Only appropriate if the researcher has a well-defined issue.

.
- *

v
e




~‘Table1 (contiﬁged) : _ '
- .

. Closed-end®d Questions with Unordered Answer Choices

H -
v .
‘ \
L] r

. The Total DeS/gsr Method (New York: John Wnley &-Sons, 1979).

-

e ’ o

) " s 114 p

r

v

o ® Which one of the following aspects of your vocational trammg are you most *
3 K satisfied with? (Check one) W
¢ 8 A . 3 Methods of instructlon ) : - .
oy {1 +Facilities and equipment - -
xample Y . ..
P ) Guidance service ' . .
B 1 . [ pPlacement services )
' [_]" Cooperative work experience
- LT "] Apprenticeship training . .
- : . . S .
. . , . _
L e e Are useful for establishing priorities among issues and deciding among
Y ‘ alternative pokicies. ' - . .
Advantages
. \ -{ . ® Do not'limit respondeﬁ‘ts to ch oosing among gradatlons of a singie concept
: ‘ ‘Each chonce isan independent ‘alternatlve representing a different concept.
V
I : e - .
) ..® Are generally more diffioult to answer than those conta'mmg ordered answer
oo ' - chonces inasmuch as respondents must often balance several ideas in their
. - v+ munds at the same time. . . , ’
¥ Disadvantages ) ) o
. c . Preclud_e obtaining useful restlts unless the researcher’s knowledge of the subject
- : N allows meaningful.choices to be stated; possibly elimipates the most preferable
P o .option of the respondents. .. '/ . N\
S - °
" . L : 4 hd . -
4. Partidlly Closgd-ended Questions . . . L -
- K e Which 6ne of the following aspects of your vocational trafning are you
o - most satisfied with? {Check one) - v
v {1 Methods of instruction :
A "1 'Facilities and equipment ’ )
. , _ L} Guidance service T *
. Y~ Exalgple {1 Placement services
M S {7 Cooperative work.experience ,
S ’ [ ' Apprenticeshiptraiming ) L .
. 1 - Other (specify: ‘= : . .- )
~ . — N\ ’
. o Allow building of variables and testipg of hypotheses.
“ Advantages , , . . N
- . g e Preclude forcing reSpondents into boxes in which they clear]y do not fit.
. . N , o . @ R d“
. ® Seldom obtam suffrclent,number of additional respoﬁses in the open- ended
Disadvantages
. option. .
NOTE: In making this table, somg ideas were taken from D. Dillman, Mail and Telephone Surveys: -
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) ' .

Determining Appropriate Response Options
\ - & .

"+ Awell-constructed questionnaire includes both proper wording of questians and proper
response options. Confusing options incrqase measurement error (unrehable'.results) and the per-
centage of nonresponse rate. The following suggestions (Berdie and.Anderson 1974, pp. 45-47)
and exakples are offered to help you de%ign appropriate response options for questionnaire items:

1. Make certain that one response catego'ry,us listed for every conceivable answer. To omit an

, option foRCes‘people.to answer in a way that does not accurateILrefle‘ct reality.
Example:  In your opinion, what is the most satisfying part of your present job? )
(check one), - _ " ©o
Poor Options (very'few choices-) Better Options {more 6!:0|ces) - .
‘ JSalary ' ' Salary . - ..
'Fringe benefits ) - Fringe behgfits

Working conditions
-~ : Coworkers
. Others (plgase specify- )
’ 2 Include a “don’t know’’ response option whenever resbondents may be upable to answer,
: Although a “don’t know’’ option may be viewed as offering respondentsan “easy out,” it.is

probably better to include this option than to take the chance ofobtaining inaccurate
information Ry forcing people to respond to an item about which they know nothing.
-3 4 . .

Example: In your opinion, what aspect of your vocational training needs the most
' -improvement? (check one) -

N
.

Poor Opg’ons " Better Options J
’ Facilities and equipment - Facilities and equipment - ;
- e Teachers . . Teachers . . J
) Apprentic'eshipsfcoop R Apprenticeships/coop ‘
.- . . Others (please specify: v )
- . . ’ . Don’t know ° :

» 3. Make response options mytually exclusive and indépepdent.

Examp/é'.- tn your op&r,‘mion, what is the most satisfying pa'r-f of your present job?
(check one) : :

Poor Options o Better Options '\ )
)(option’s not mutually exclusive) (options;mutually exclusive)
Salary. ) . Salary
. , Medical benefits - - ~  Medical benefits
Fringe benefits A Other fringe benefits"
e Working conditions ' a Working conditions a )
) Status . Statys .
;- — Others (?Iease sp:acify: ,
ST BT '

‘g | e ’ L i | |
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CHECKLIST 2 . o ‘

Decusnons About Question Wording

. l R a? ~
Instruction$: Examine each questlon carefully in your questlonnanre in terms of the
followmg points: ) . . 4
- - H
Yes Ng \ -
" 0 = “1. Can the question be misunderstood? .
v, ¢ - ¢ . i . . . . -
© 1 ] 2. Does it contain unfamiliar or unclear phrases?
, = - ,
O ] 3. Does the duestion adequately express the alternatives with r_espect .
. .. to the pomt? -
] ] 4. -Is the questign misleading because of unstated assumptions or
o ' unseen{nmphcat:ons? . -
. - ~ 8
) L] ("] 5. Is the wordlng biayed? . . 3
S [0 6. .lIsit emotionaJIy loaded or slanted toward a particular kind of answer?
. [
O s L ls the question wordmg hkely to be objectiqnable to the respohdent
-— .. inany way? . -
O (.] 8. Wotild a more personalaed or less personalized wording of the question
produce better results? .
’ 13 . ' . - -
U " 9. Can the question be better asked in a more direct or a more indirect form?
Il - .
I -~ ..
. \$ - .
@ 2 - .
v ; ‘ 2 ' »
~¢ ' - .
NOTE: Ideasin making this checklist were taken from C. Selltiz, L. S anhtsman an . Cook,

Research Methods in Social Relations. (New York: Holt, Rmehart and Wmston 1976).~

e

- R . . . -
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TABLE 2
Some Pon‘ts in Question Worc{iﬁg .

\

.

¢ Avoid questions that are incothplete, imprecise, or indefinite.
. An incomplete question 1S likely to lead tq confusion.

v -

® An |mprecrse question conveys an unreal meannng Qor suggests an

maccurate answer, ' .

' ® Anindefinite question contalns hazy words (e.g> ”frequently,”
“"usually,” ”often always

Xy

‘

¢ Avoid questions containing words that lie outsrde the respondents
experiences and have‘no*rqeanlng to them.

. * Avoid quest:ohs containing words so familiar to respondents that the.y
Misperception may be confused with simjlar- sounding words. .

L
o ¢ Avoid questlons that V|olate local ldrom,s When a question is worded
contrary to expectat:ons respordents are likely to respond, nonetheless
|n terms of thelr expectatlons . -

.o - . \

N
. . .A question, is loaded whé‘n somethlng in it suggests to the respondenits
* that one partlcular responise-is more desirable than another

. o A questlon is loaded'when it provides unfalrelternatrves

‘Loading -
. L e A questron is loaded when it contains emotionally charged words or
stereotypes. : . .

® A question is laadéd when it is embarrassing. | ,

.

¢ Avoeid questions that assume too much knowledge on the part of the
respondents

Specia/ )
Wording
* Problems ®" Avoid use of double negatives.

. Avond lengthy questions, such as two- part question’s.

L4

¢, Avoid illogical seatence construction.

)
.

~ '
NOTE: ]deas in this table were taken from.C. H. Backstrom and G. D. Hursh Survey Research
(Chicago: Northwestern Unijversity Press 1964). .
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AN

’

s

on each Slde of a middle position.

N

¥

e

4

Examp/e - PIease rate the degree to which you are satisfied wjth the foIIowmg

. Poor,Sca/e {unequal number of optlons on each snde of the middle posmon)

<

Salary A

Fringe benefits

Working conditions
" Status -

Others (please specify:

.

(!
N S.alar'y .
Fringe benefits
': Working conditions ’
Statu'g t

Otherép'(pleasexspecify:

—

)

-

)

* Neither . Cor e
Satlsfled .o . ]
. . nor . Highly - )
Satisfred Dissatisfied  Dissausfied  Dissatisfied ;
(1) (2)~ (3) (4) -
;_.n‘_ }_:.— * - ~ ;
- ‘P I3
2 A}
) I J . ¢ .
d e . ' i
- \
: « ‘ s , }
Better Scale (equal number of options on each side of thé middle position)
< - k]
. Nerther .
- Satisfied R
Highty nor Highly
Sausti¥d Sajistied Dissatisfied  Dissatisfied  Dissatisfied
(). ) T (4) 5 -
¢ ‘ L
t 2
0 i o ——
' - F
‘. o
“ .

5 Make .sure to |§be| fhe mldpomt accordlng«to\the ‘exact’s meamng}he scales requnre

Examp/e

.
10;) 0
.
. L4

4, BaIance all scales used in the response options, Include an equal number and degree of optlons

\

L4

PoorScale (midpoint not labeled)

Salary

Fringe benefits

\7Vprking conditions
- Status

Others (please specify:

»

pSatshied - Satished ‘ ) Dissatisfied  Dissa |shédl
() (2) - \i) @) e
N
. % ) 1 .
bt} g v (
. ~ v - .
. REN a1
. J LY
18 A
10, '

Highly

.
.

.

PIease raté the degree to which you are satisfied with the following:

\

4

" H\hly

g

o ¥

°
e



«\‘_ — ‘
“ Batter Scale (midpoint labeled accordi.ng to-the exact meaning):

— . . \

. o, Neither
. : " Satsfied .
Highly . nor Hrgh)y
T, Satisfied Satisfied Dissatisfied * Dissatisfled  Dissatisfied

(1) C (3 @ . (B

-

~

Salary’ .
Fringe beneflts

Working conditions
Status

Others (please specify:

\ J

“ . . ) ’
. Arrange response},\igically . . .

.Example: " In your opinion, what‘aspects of your vocational trarnrng needs the most
. lmprovement7 (check one)

Poor Re\9onse Arrangement (hornzomally arranged)

4Facrhtlés and'‘equipment _'_' Teachers
Apprentrceshlps/coop - " Others
Don t know ’ - e :

Better Response Arrangement (vertncally arranged)
S " Facilities and equrpment
Q Teachers :
Apprentnc‘eshrpsﬁcoop
Others” . K
Do'n t know

7. Make certaln the respondents know exactly what |nformat|on they shouid put in the
blanks of fill-in-the-blank items.

Poor Direction: e , Better Direction:

v

- -« Age in years : ‘ years of age at last brrthday

~—
. \
» -

Now you are probably ready to wrlte your response (fptlons After you have wrltten them and
- before you begin toread the.next section, take a few moments to review your response options by
followung the mstructrons in checkhst 3. a c

-

~




2. If a checklist is used,’

- + ’. .
. y
) . - CHECKLIST 3 , _ '@
o ‘ Deciding about Response Options . .
» ‘.!
s . . :
Instructiogs: Respond to the following questions as appropriate: ) e W R LA
o " N 1 N - - . ¢ o
. { .
. g : . . ¢
- 1. What type of response options are Q‘_‘d_esent in your mailed questionnaire? .
. ) T v ~NE . ‘ L =
‘ 1 ) ’ ' : . T e . -
| * ] R = . " .
- >
2 )
[ ! ' :
4.’ _ . . |

. 4

1. Does it cover-adequately all-the significant alternativés 'C v
without overlapping? ’ B ves %0 No
. ¢ o
". 2. Igit of reasonable length? JJ ;’es\ 0 No . '
3. Is the wording of items impartial and balancegz '~ ,,{t’ ) é;‘Yes . [ Nod ¢
\ , < t ) ? ¢
3. Isthe form of response — g T v .h- . Lt
4 . Jo O
1. Easy? CJ yes O No
px o L \ : s > . .
- 2. Definite? - 3 Yes 0 No )
) . ’
... 3. Uniform? O Yes - *[J 'No .
4. Adequate for the purpose? - . (0 Yes < [% No
¥
'y . “ J o .
. “;, < - - L} ) ’
9
. - * ‘
.t 3 ‘ [ . . : {
. . .
e B ’
’ . ! N ~ 4
3 . 9
120 .
J
. .
i .. ’
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Pretesting . ' . i . _ .

-
.

The reader is forewarned that good question gonstruction‘réqunres a deliberate process entailing

considerable investment of time and material resources. It can be a frustrating process for evaludtors, °
. especially if they need to meet short deadlines. Oftentimes, it involves pretesting to reveal the 4
‘ -

L

-

questionnaire’s-'weaknesses. Lundberg (1942, p. 198) warns:

Y2 -

" The inexperienced researcher is likely to be impatient with this preliminary.”
.work, which may seem like hair splitting over the meaning of words, apd ether
¢ details. But patience and care in this preliminary work may make all the
- difference between succegs or failure, both in the cooperation of the respondents
and in the reliability and validity of the results. .
.- Pretesting can be informal or formal. Thé most important aspect of the exercise is to pretest the
questionnaire with respondents representative of the group 6f former vocatiokal 9tu§ents who will
eventually receive it. If the evaluator desires,.pretesting can genetate data that will reveal the read-

\

ability, reliability, andwalidity of the instrument. (For-additional discussion on the subject, See .
Frénchak and Spirer 1978 and McCaslin and Walker 1979.) . " ) '
o L ' S ¢ - \\'
‘s ' . How to Increase-the Generalizability of Data T .
. Collected by Mailed Questionnaires.

. ¢ :
. 5 T . r - Lt .
p".‘ As mentioned earlier, one of the most serious problems of using the mailed thnonnanéls low

.

\

= __format degisions are made:

¢

\

N .

response rate. Partial returns “'may introduce bias that wifl render the obtained data useless’™Van
Dalen 1973, p. 325). Inadequate response is espggially critical if questionnaires have been sent to a
sample,-because the resulting summarized date may not represent the true response of all the target -
respondents. As a result, generalizability of the data collected and their usefulness for decision making
and program hnprovemeqt are(‘impaired. ' :

. \ - -

This section_dgtails some valuable strategies for inc‘reasing the response rate 6f mailed question-
naires. Strategies arefocused on preventive tactics; that'is; the removal of possible causes within the
evaluator’s control that prevent the respondents from nswering and returning the questionnaires.
Included are proper format considératiogé and other strategies for stimulating respense.

.
Yl .

\ 2 <

- .'o ,
Format Considerations - . . )

e

-

“Proper formulation of the insrument is & critical phase of quéstionnaire development. -
I.n'qproperformgt net opli/’crea;es problems for data coders and tabulators, but also can lead to
misinterpretation of gquestions (thus increasing 1easurement error) and lew response rates (thus
weakening the generalizability of results). Careful consideration mustbe given to two areas when °

. N

T . . 4 ) B ) v .
) & 1. The resportdents(former vocational education students). Theformat should enable
* .+ % *Tespondents to read and answver questions as easily as possible. Kéep in mind that com-
:# plgting a questionnaire is an imposition. ' ‘

w2 Data coders and tabulators. The format should allow easy data coding and tabulation.

‘ . »
b. A . ’ " _‘ . . N v
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.
. ~ ‘ .

Goode and Hatt (1962, p. 43) sg:%g‘mctly summarize the |mport'ant pnncrples to observe in -’
formulating a-questionnaire: . 3 ] . . : v
bommon sense dictates certain practices about the design of the mail question~
naire. The mail questionnaire should be attractive and easy to fill out, have
adequate space for response, and be legible. A neat, well-organiged, attractive
questionnaire should increase the response rate. This assumes that people
associate appearance with quality and are more willing to complete and return
. the form. Conversely, a sloppy, crowded, or poorly reproduced questionnaire
’ will have adverse effect on response rates. - .

Checklist 4 will help you review and improve the format of your rnail questionnaire.
& - . \ .

- A Y

¢ Strategies to Stimulate Resppnse

Fotlowing up n,onrespondentstis a difficult and costly process. It is, therefore, important to
exhaust all means to keep the percentage of nonresponse as fow as passible. The emphasis should be
on preventive tactrcs (i.e., the employment of strategnes prior to the receipt of the questlonnalre by

NS
the respondent§). . > ; _ ~
Do'you'know your.respondents? Have you anticipated all conceivable objections to their
-answering and returning the duestionnaire? These questions are crugial'in devising specific strategies.
o "to stimulate response. Your tactics should be tailored to your specific respondents, former voca-
tional students, and should include techniques appropriate for, this particular group.
~ N -
The ultimate objective is to obtain as many responses as possible, in the fofm of* .
- completed questionnaires, which provide usable data. If questionnaire forms ' ) © g
. et criteria of physical attractiveness and obvious consideration for thd respon- ’ ‘
N ‘dme%\it is believed that the percentage of replies-will be sufficiently high to fulfill . . .
o the requirements of the investigator. EVery conceivable inducement should be * L >

used i the hope of convincing one more potentlal respondent to take the time
and\gffort necessary tonswer the questionnaire. (Nixon 1954, p..486).
-
Inducement for the respondents to reply can include making precontact either by telephone or,

mait, preferably by someone who is known by thé respondents (e.g., former vocational teachers Or L

idance counselfors). In addition, the evaluator may use material or monetary inducements such as
sendi'hg cash or small gift items such as pencils, school decals, or.buttons; or evaluators could use a
raffle as an inducement with the rés‘bondents |ncluded in a raffle if tfley return their questionnajres.
Some sociat research{rs find that such lnducements do increase sigg#ificantly the rate of response.

-e

Another strategy for increasing responsewrate is to start an early campaign to inform your ~ *

s Yarget population. Some {ocal schodls begln their information dr|ve while the students are in their
’ senior year. They are made aware of the objectlves and importance of*the study and their Tole in it,
So, before graduating, the students know already that they will be partlcnpaj;ng ina foIIow up ip'study,
. Now, let us pause and take a hard look at your completed questionnaire. Checklist 5 is deslgned
to hetp you review the strategies that you have selected to stimulate response. Remember, “An ounce s
of prevention is better thanra pound of cure.” .

‘s

-
. . >
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CHECKLIST 3

Rormat Considerations

‘e

E}

Instructions: Examine your 'qpestionnaire format in terms of the following considerations.

.
.

o

Yes No

-

A .
Oy O 1. Is the questionnaire “appealing to the eye" and as easyx\‘complete as possiQIe? :

S " .2, Did you numbei i questlonnanre items and pages so the respondent will not become
confused while completing the form?
a -J 3. Did you put an 1dent|fy|ng mark on each* page of the form so that if one page
should get separated from the rest it can be reattached?
) ,D "4. Did you put the name and address of the person to whom the form should be
‘ returned at the beginning and end of the questlonnalre even if you included
* aself: addressed envelope, since questionnaires are often separated from the cover
letter and_the envelops?

o
5. Did you put the study,title in bold type on the first page of the questionnaire?
- ) <
6. Did you include bf#ef and clear instructions (preferabl\\bold or ﬁgﬁcs) for
completing the form and additional clarification and exdmples Before séctions
that may be confusing? - ' '

¢ 2

-

" 9. Is*the question led up t0 in a*naturaf way {i.e., isitin correct psychologlcal order7)

8. Did you begin with a few mterestlng nonthreatenlng questlons because
_introductory questions that are either threatening or dull may reduce the
likelihood of the subject s completing the questionnaire? *

.
L4

E] “« 9 D|d you avoid putting |mportant items at the end of a long questlonnalre7
. .
O .10 1f questions appear | on both sides of the page, did you put the word ”over on )
N "the bottom ©f the front side of that page?

»
.

- - -’ -
J  [J 11 Didyou try to make smooth transitions between sections so that the respondent
. : does not feel he is answering a series’of unrelated ""quiz” questipns?

4
. .

[ 4

NOTE: Ideas |n this checklist were taken from Douglas R. Berdle and John*F. Anderson
Questionnaire: Design and Use (Metuchen, N.J.; The Scarecrow Press, Inc., 1974) and

C. Selltiz, L..S. Wrightsman, and S, W. Cook, Research Methods in Social. Relations {New
York, New York: Holt, Rifehart, and Winston, 1976) s
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. . CHECKLIST 5 L S .
. . i . -
Stimulating Response  ~ ’ R
. v e
1 + * + .
. . . Lot T 2
instructions. Take time to review your,strdtegies to stimulate response by answering the following questions®
. v YTy
< 1. Howwill you relate {1.e., formally or informally} to your sample of former vocational students? . -
~ - . A
/
- *
. 2. How will you be"abie to guarantee’resp‘onﬁient’s a/r}onymnty or confidentiality?. o
R 4 ‘ . . . B
. N R ,
. . N .
- [ ’. »‘é ‘- f A s :
' ' , | - C.

3, Wil your correspondénce and questionnaire be printed in the most professional and appealing manner?

] Yes [JWo ‘ . o
) v : ’ "f
4. Have you carefullyiconsidered the content and approach of your preletter and cover letter? ¢

¢ CJ ves [ No .Q -

N

4 5. Have you considered offefing some ty pe of incentive {such as giving the respondent small cash or gift iteﬁ)s) ’
to encourage (esponses7 ! -

,- T Yes . ..[3 No - - ‘ 3
6. Have you identified sufficient resources from which to obtalin updated ‘addresses ‘of people 1n y'o'ur study?
’ \E] Yes ) t] No : ‘ . . ' .
7. ) .Whesge 1; the best plage to send the quest-nonnalre to the respondehts} o .
3 woik? * (O home? ) [ both work and Epme? ) - .

\
8. Have you%onstdered using “‘high-powered” matling tactics {sucti as the use of special delivery, certified, or
LY

1 Yes

- Ne

first-class mail) to stimulate responses?

g

e

[

)

-~

9. What metifods will you employ to deternune why people are not returning completed questionnaires? |

[

’

iy

Eod

Aruitoxt provided by Eic:

ERIC

10. Have you aflacated sufficiedt.resources to foltew-up honfespondents? ) Yes 1 No ‘
‘ , ] >\ ’
11.  What method have you considered using for follow-ups? o :
iy > . .. . ) '
- ‘ ,
" LR —r " <
12.  Will your follow-ups be: 13 humorous? [ sertous? {] combination of‘ﬁo‘th? g

-

NQjE: Some 1deas in making this checklist were taken from Douglas R. Berdie and John F. Anderson, Questionnaires-
. Design and Use (Metuchen, NJ. The Scarecrow Press, Inc., 1974).
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/.\Iow to Jncrease Confidence in the Data

Colletted by Interview
As emprfasized in the previous chapter, exercising methodological control for reducing measure- .
merrt error should be a continuing; important’ concern for both the evaluator and the researcher, *
Data reliability—a major determinant of data usability—is very much a-function of methodological .
rigor. Additionally, when the interview schedule is finalized, much investrjent (time and money)
has beeri made on the study. Thus, no effort must be spared in ensuring that complete, accurate data
are collected. Preliminary computer processing and data analysis for initial results can be undertaken
to detect certain-errors. These preliminary efforts may minimize the study cost and time of the study. |
. , At ' ’ . -, \ A L [
In using t&?e interview, the evaluator needs to pay particular attention‘to measurement ertor
from two'vantage points: question construction and intervi wing process. The principles and tech-
niques discussed in the previdus chapter regarding determifation of question centent, structure, and
wording apply also in fyrmulating'questions for the intervieyv. Although interviewers have greater
~ flexibility in asking questions than the mailed questionnaire (e.g., use of open-ended questions or yse
" of probes), the basic principles of question construétion and.the factors to consider in making decisions
remain the same. Questions should be clear and unbiased with each one focused on a single thought

b

“or issue. To the extent possible, the language and syntax of the questions should correspond to that

.

of the respondent., * . )

On the other hand, the best constructed questions.will not be of much value in collecting valid
and useful data when posed b_\( unskilled or biased interviewers. Though many hours may have been
spedt in perfecting the intefvfew questions, in the final analysis the,utility and effectiveness of a
questionnaire in getting valid and usefu! information depend upon the interviewer. The following

! subsection details some strategies and techniques for reducing data distortion during the interviewing
" . processand includes some useful techniques for prgbing answers.

?
+
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\ © Yo *° -+, Principtes of Interviewing Ly - T

N . . . . . } t . ' .

The foIIowmg mtervnewnng guidelines are cited in the ”Locally Directed EVaIuatnon—III|n0|s
Office of Educatlon” (Illinois Office of Education, 1976) and given as SUggestlons when appllcable

Intervnewnng is.a basnc as%essment ethod. An interview is not just a conversation; it is, rather,
a carefully thought-out technique for finding out from respondents how things are and how people
. feel and think. The interview itself is not intended to change or influence the respondent. The inter-
viewer, therefore, must be an understandnng person, capable of accepting what the respondent says
wrthout 1udg|ng or re;ectmg .

: N -

a. The respondent needs to see the interviewer a$ someone who is not a threat to his/her +

immediate or future well-being, nor to hns/her self-esteem. - ! ‘l}

o~
’

b The respondent needs to see the evaIuat|0n itself as.not posing a threat .

C. The respondent needs to understand evenin a limited way,.the purpose oﬁthe~ -
evaIuatnon the reasQn for selection, and the necessnts( for cooperatnon :
N .
d. The respondent needs’to see thg interview s|tuat|on ds a pIeasant way of spend|ng .
\(\ , .
‘ *

» [

. some’time. .

[N
-—
X3

e. The respondent needs to feel, after the interview I1s completed, that |t was a real
opportunnty for free express|on on a particular Sub]BGt ,
» AN ]
A \ - -
To meet these needs of the respondent the mtervnewhrrmust be conscious of the style and the
content of the interview. The foltowing are suggested techniques that help to ensure a good inter-

viewing relatnonshlp, as well as to obtain an accurate, unbnased-rntervnew : * 5-
a. Be friendly and |nformal but at the same tJme professipnal.’ ’ P

: - b. Bea sympathetlc |nterested -and an attentwe listener. Be neutral with respect to,the )
+* subject matter.Do not express your own opinions either on the sub;ects being discussed -
by the respondent or on'the respondent s ideas about thosesubjects. o

c. Be observant. Be alert to the respondent’s manner of expressnon and use of gestures

- d. Last, but not least, be at ease yourself in the mtervnew sntuatnon If you féel hesitant,
o embarrassed, hurried, or awkward, the respondent will soon sense this feeling and
. behave accordrngly B . » e
. « + . ) '\; -
+ Using the Questionnaire in Interviewing ) ] ’ . .

v
CdIIectton of accurate and useful lnformatnon is the goal in using the interview scheduE thchq

" is the interviewer's guide in posing the questhns to the respondents: It should be |mpresse,d upon

1n£ervuewers that “each question has been carefully pretested to express the precise meaning desired

in‘as simple a manner as possible—even a slight rewording of the fuestion can sa change the stimulus

as to provoke answers in a different frame of reference or bias the response”’ (Selltiz, Wrightsman,

and Cook 197§ p. 564). To this effect, Backstrom and Hursh (1963, p. 139) offer the foIIownng

suggestions: - i . . B . .
— ’ - ./ , .
SOURCE" Catherrne P. Warmbrod and Jon J. Persavich, eds. and comps., Postsecondary Program Eva/uat/on (Colu bus.

National Postsecondary Alliance, The National Center for Research i Vocational Educatipn, The Ohuo State Univer tw
1981) pp. 14-15. . . o




1, Always follow instructions carefully™ "™ =~ .

2. AIwa$s study the questionnaire until you are famitiar with all the questlons

3. Always use the btief introductory approach wntten into the qu‘estlonnatre

4. Always be completely neutral, informal, conscientious.

5. Always read questipns just as they are written, N T e

6. Always ask all of the questions. . -

7. Always ask questions in the order they appear ) .

8. Always record comments accurately.
* 9. AMways interview only the proper person'. .. desigiated by your procedure. ,
10. Always check each questionnaire to make sure you have cofripleted every |tem
1. Always interview Qeople you don#¢-know, and interview them anne °

However, Dexter (1 §79 p. 23) cautnons that there isnoé set of utﬁfersal rules that govern all
situations in mtervnewmg In the Gltimate analy,sns "every suggestion about how.to conduct inter-
views must depend upon these all-important varlables the personality apd skill of the-interviewer,

bgth {and often by st'gmflcant

others) of the-situation’’ {Dexter 1979 n. 24) : ot )

hd ! ¢

the attitudes-and orlentation of the interviewee, and ttie defnmtlon by

: N
&

'
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. .~ Probing and Qther Interviewing Techniqgues- » ,

N . . AN . . . : .
. It is relatively easy for interviewers to ask questions and record answers. However, obtaininga

ungommon for some respondents ta/answer *“Don’t know’’ in order to avoid thinking ab&lit a
question, misinterpreting the question,.or contradicting themselves. In all these critical cases, the
. interviewer can use probing téchniques. ' )
- ' - .

Probing is a teqhnique'that motivates respondents to communicate’fully so that they enlarge

specific, complete response, which is ;:rucial to ghe interviewiny process; requires skill. It is not
n

H

v

)

- /\’ on, clarify, or explam the reasons behind what they have said. At the same time, 1t helps thg’ respon-

dents focus on the specific content of theinteryiéw so that irrelevant and unnetessary information
- can be ayoided (Institute for Social Research 1976, p. 15). A.good interviewer, therefore, is a'ﬂtx

. {tive of every question. It is only through “complete understanging of the questibn that the inter-
viewer can recegnize when and whete probes are needed anduse them effectively” (Institute Tor

- in detecti.ng incomplq;epr vague answers and skillfully uses neutral probes to elicit complete; specific
information from the respondents. This technique requires the interviewers to understand the objec-

e

<

Social Research 1976, p. 16). Toward this end, the following useful techniques for probing (ln§titute

o

- for Social Research 1976, pp. 15-16) are suggested: -« .

S 1. Repeat the question. "When reép‘on’deﬁts'do\ndt seem to understand the question, when

L -4 they misinterpret it, when they seem unable to make up their minds, or when they stray

4 T from the s_ubjéct, the most useful technique is to repeat the question just A.itis written
. in the questionnallre. .. o ) ) :

- .2 Use gn expectant pause. The simplest way to convey to respondents that you know
.. 'theyvha’ve begun to answerthe-guestion,-but that you feel they have more tosay, is to
' ' be silent. The pause—often accompanied.by an expectant look or a nod of the head—,
gigs the respondents time to gather their thoughts.” - - -
v - . X ’ \ 7’ \ .

. 3. Repeagthe respondent’s reply. Simply rebeating what the respondents have sa;id‘as

soon as they have stoppes talking is often an excellentdrobe. This re'pet_ition\shou!d
be made as Y0u are writing,>so'that you are actually repeating the respondents’ reply

€ 4. Use neutral questions or cormments, Nguiral questions or comments are frequently .
, uséd to obtain clearer and fuller respenses. The most commonly used probes include:

i * Let'me repeat the question. o
N ’ * Anything else? s ‘
e g0 * Any other reason? “ i
) e, Any others? ' . ‘ ' ) .
* » What do you mean? ] : . ’
* Could you teN me more about your thinking on that?
* Would you tell me what you have in mind?
* Why do you feel that way?

* Which would be closer te the way you feel? ¢ . .

P

I * -

S
SOURCE: Ste;;hen J. Franc;aak, Eliseo R. Ponce, Robert S. K. Billings, and Patrick A..O'Rellly. Guidehngs and
Procedures. Measuring the Training Satisfaction and Job Satisfaction of Former Vocational Students {Columbus.
The National Center for Research in Vocational Education, The O?oo State Un:versnty, 1@81). pp. 80-88.

P « . 3 .
o Lot
. ' . . ) L -
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' i i
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and recording'it at-the same time. Be sure also that you are understood correctly. »

!
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Dealing with Interviewek's Bias P o

. Interviewer’s.bias—"$ystematic differences from interviewer to interviewer or/\:’basiona“lly,
systematic errors on the pa(i of many or evensall interviewers’ —affects the vahdnty of evaluation data
. collected through mt/’rvnew( elltiz, Wrightsman and Cook 1976, p. 570). Personallty and derpo-
~ graphic characteristies of the interviewers and situdtional factors may influence the responses of the -
.respondents (Van Dalen 1973, p. 329:330). Thuys, different interviewers will not always elicit the
" same responses even from equn)a ent groups of respandents. Interviewer’s bias is, therefore, a reality
of which every evaluator needs to be aware. The most common techmques for reducing interviewer’s

bias include the following: _ . .
— : A\, . .
. \ 1. Propey; lection of interviewers. Common sources of bias sources are the intervievJer’s
. ’ ' preconceived ideas or g ceptions 6f the situation. 1%the result of the survey isa
- - possilsle threat to the interviewers in .any way (e.g., posing a threat to personal interests ’
’ or beliefs), |nterV|ewersé Ilkely fo i introduce bias (Selltiz, Wrightsman'and Cook 1976,
p. 572). A good evaluato ould take into account the foregoing consideration when

selecting interviewers. No ake a,few minutes of your time to complete Checklist 6
to help you in the selection Of interviewers.

2 This'proéec;kncludes use of standard wordingin .
instructions bn problng procedure, cIaSS|f|cat|9n of .
Sﬂmed at minimizing interviewer’s bias. . \ :

3. Appropriate training of interviewers. WUntrained or improperly trm&terviewers - .
- are certain to manifest greater bids than thosg adequately trained. The training procedufg ‘
. should include the-folowing experiences: how to make initial contact, how to secure « ° .

the interview, how to use the” questionnaire, how to make use of probing and, other

interviewing technlques and how to record and edit the interview. Needless to say,
0 interviewers need to know the objective of every question and the possible sources of

data distortion, including ways of dealmg with this distortion. Additionally, Van Dalen _. .
. (1973, p. 330) recommends that the interviewer be kept ignoramt of both the hypothéfes
/ bemg tested and the data returns, Knowledge of such information may create bias, thus

mfluencnng the manner in whlch the mtervnewers conduct the interview.
~
4. Proper motivation and close superws/on {Horror stones on data bemg‘”manufactured” -

by interviewers in the camfort of their motel rooms‘are not uncommon. Such an even-
tality can be avoided if interviewers are properly,supervused and made to understand
the importance of getting complete, accurate information. The evaluator should be
aware of the possibilities of.bias at various points in the data collection process and

[4

interview guestions and stand

' . o :
S 2. Standard/zat’/on of the interv
\ ! - doubtful answers~suggestions

. institute proper safeguards of mlnlmlz{ng it (Selltnz ‘Wrightsman and Cook 1976, p. 572).
Whenever resources permit, it is su ggested that a field visit be made at least two times - ’
. o during ghe_interview period—a visit after one-third of the respondentsare interviewed o
' - and another visit after two-thirds of the respandents are interviewed. The visit may - . °
include checking ovhe interviewers’ problems, progress, and accuracy of work. .

Acguracy “of work is accomplished through spot checking. This may involve a visit by
the evaluator to a few randomly selected respondents who have been interviewed. They

- '3 .
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CHECKLIST 6 ’ o,
.
. . ‘e *
Selection of Interviewers , _ . :
v . A Y
. e X —
: Instruction:” Please respond to the following questions: “
. 1. How many interviewers do you néed? - c
) » * ] M ) ¢ N N <
) 2. What special qualifications are required? Please list them. - -
A ¥ ,
‘ N - o :
, N : .
. 2. . L
4 - -
3. -
- - "g," T
4 - b e .
5. -
/// ’
» . N N , .
3. What personal characteristics are required? Please list them. . .
® - |
1. . . . )
2. . M
& . .
3. . -
N - v .
s 4, _ . '
\s s .
7 5' M = VY
e P )
. -
: v
N p -
*
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are asked if they were i fact interviewed, includjng approxi r'na(e length of interview

time. However when resources do not allow you to provide actual field s supervrsron
© you may either use the teIephone or postcards as means'of Tollow- up. Sefect a random

sample of respondents and contatt them by tefephone,or by mail using an easy-to-fill-

out, self-addressed, stamped postcard verifying whether or not they participated in the

interview. These procedures are important in checking whether the inte

fact doing their job and not fabrlcatmg results,

\

. Rew‘ewfng comp/eted instrumerits by the eva/uator Iti is suggested tha

and Check if all necessary questions are answered Check ,also 16 sed that theére are no
mrssrng pages. Staple each set secu rely. The front pages of those that pass ! the mspec‘tlonv
should be inimaled and dated. Those /ncomp/ete or h/gh/y UOUbtful quest/onna/res must
be completed or d/scarded and respondents should be mterwewed again whenever pos-
's/b/e After the questionnaires are inspected (i.e., those with comp[ete answer} and pages),
thE'y should be geposrtedm ane pIace If possrble tJe all returns from one place and label
them appropriately. . o

-

'
. o .

Checklist 7°is deSigned to help'you deal with the p.r'o'blems of minimiZing interviewens bias.
. ‘ ) N ~ / , .
‘' . o ! .._‘ A [

. -
- - -

Deallng with Social Desirability Bias SN : O

Another lmportant source of dat d|s g: IS desrrabrlrty bias, which is "a tendency to offer
socially desirable answers . .. to answer questrons in a way that conforms to dominant beliefs or
patterns among groups to whr'chq‘the respondent feels some identification or allegiance’ (Dillman
1978, p. 63). For example, some of your respondents may be located in communities Where partic-
ular schools are known to be popular. Sogially desirable respdnse bias is manifest when former voca-
tional education students say they are satisfied with their training, even though they are not becayse .
they do not want to express an opinion that runs counter to the dominant view.

4

-~ I
There is a greater probability of social desirability bias in face-to- éz interview than with use
of a mailed questionnaire. Such a probability can be compounded if the interviewer is personally
knewn by the respondents or.if the interviewer ig known to be affiliated with the-school. The i
following téchniques-are suggested to minimize social desrrabrhtygflgs

- -

. Use of telephone interview or mailgd questronnarre B . 4

2 Employment of interviewers not personally, known by the _respondents. The use of .
vocational teachers or gurdance counselors as interviewers, even with the use ei the
telephone, is discouraged. ) \

-
-

. . v
How to Increase Generalizability of interview Data-
(
Good methodoIogy dictates that ydu shou Id strive toget- 100 percent usab ~feturns (| e\tcom
.~ plete, accurate answers) from every selected respondent, especially if you have 3. random sample. In
Y .cases where only a certain percentage of the sample reply or in cases where some completed interview
“schedules have to be discarded because the answers are‘maccu rate, it beco mes inappsopriate to gener-

alize to the total populatiorr from the data collected.

o+

] ]

4




CHECKLIST 7

v
Minimizing Interviewer’s Bias

1
:
i
i

-

“Yes

(I

'No

-

’

Instructions:  Please respond appropriately to the following

-

as pgssible?

&

3 \ N

&

e

[4

-

e Obijectives of the evaluation -
e Objectives of every question

e Sources of interview bias

{

. Isthe inter\ge%r trained in the followipg areas?

e Making initial contact

e Securing the ir\teu;view
* Using the questionnaire -

-
Probing and other interview techniques

¢ Recording the interview

e Editing the interview

-

C .

3

4

dqiz_stions:_

\

*
.

. Is the interview standardized ‘allowing the interviewer as little free choice

f

. Does the interviewer’s training include the following aspects of the study?

¢

-

. Is there a mechanism for providing a regular check of‘the data collected?




In this seéction, discussion focuses on strategies for increasing the rate of participation in order
tq INcrease generalizability of interview data. The following procedures are offered for the evaluator’s . |
consideration: : 3 ’ |
. |
1. ldentify sufficient resources from which to obtain updated.,addresses of former * ‘
vocational education students. ’

o

2. Determine the best place to send precontact letters and the best site for the interview. R

~

3. Design all correspondence in the most professional and appealing format.

4. Consider using the telephone as a method of precontact. Infarm the respondents of .
the purpose and sponsor of the study, and explain that a trairfed interviewer will call
dt their addresses

B L4
5. Ensute that interviewers are trained to make proper jnitfal contact—both at the dqor
and inside the house. The Institute for Social Research at the University of Michigan -~

{1976, p. 7) offers the following advice:

At the dootstep you should state the course of action which you .
desire rather than ask permission for the interview. Fot’/mstance, .
instead of asking, “May | come in2’* to which a respondent could
easily reply “No,”’ say, "l would like to come in and talk with you .
about this.”” Avoid questions such as ""Are you busy now?"’ or
""Could | take this interview now?’’ or “Should | come back?”’
Questions which permit undesired responses can lead or even push

"a respondent into refusing to be interviewed.

"t
-
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Descriptive Statistics for Summarizing Data

.

The kind and amount of data collected depend on the study objectives. Your data may therefore
include, in addition to your dependent variables, some or all of the following predictors or indepen-
dent variables: demographic (sex designation, ethnicity, and age); socioeconomic status (parents’
income or parents’ educational background);.type of vocational program in which enrolled; present
occupation and salary; and other variables of interest. Needless to say, these data need to be system-
atically summarized by use of descriptive statistics for ease in presentatiom and comprehension. This
section presents some s{,atlstlcs designed to help you in this area. A

.

Frequency ) . 4
[Frequency refers to the number of times a specific item occurs.. For example, you may want to
know the frequency distribution of, your respondents (former vocational students) in terms of some
predictor variables like sex designattons, ethnicity, .and vocational prpgrams in which they are enrolled.
Besides the usual frequency table distribution, these data can be graphically presented in a-variety of
ways that will facilitate cqmprehension, such as the use of a histogram, polygon, or pie graph. In addi-
tion, frequency data can be presented as #istributions of simple frequencies, percentage frequencies,

or cumulative frequencies. Your type of data, the central theme of your study, and the kind of audience.,
receiving the report are the major factors that need to be considered in determrnlng the best way to
present your data. Figure 9 includes some different uses of graphic presentatrons to illustrate percentage
distribution.
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Measures of Central Tendency

3

Measures of central or average tendency include the following: arithmetic mean, median, and
mode. Average is commonly defined as a number |nd|cat|ng theg central value of g group of observa-
tions. The average serves two important functions:

N

] .
First, it is a shorthand description of a mass of quantitative data obtained from
asample. ... An average is, therefore, descriptive of a sample obta|ned ata

particular t|me in a particular way. Second, it also describes |nd|rectly but with
some accuracy the population from which the sample was drawn (Gunlford and :
Fruchter 1973, p. 42) i i - . v

i

Let us take*SaIary satisfaction score as an, exan%le The mean is the arithmetic average of the
scores of the resnondents The mean is computed by addlng all the scores of the different respondents
and dividing it by the total number of respondents; thus, the mean can be heavily influenced by
extremes, part-lcularly in a small number of cases. The median is the midpoint between the highest
and the lowest score, above or below which are half the respondents. The mode is the score with the
highest nu mber of respondents. The example that follows |IIustra_tes the three dlfferent rmethods.of
measurlng  central tendencx

-

LI

SOURCE: Franchak and Ponce et al., pages 103—107:

[ 4




K
4

&

Figure 1

&aphic Présén'té't'i'c;ﬁ;b-f Percentage Distributions
(Degree of Satisfaction with Salary of Former Vocational Students)
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. . DATA COMPILED FROM A STUDY OF
FORMER STUDENTS' JOB SATISFACTION
/- Salary satisfaction . . Frequency Product
NG * vcore (x) - . Code (f) ) (f)(x)
- 5 Highly satisfied 10 50 ~
# 4 - Satisfied . 20 ‘o 80 ‘ y
~ s3 Neither satisfied . T :
‘ " nor dissatisfied - 35 105 . _
o . 2 Dissatisfied 18 . 36 &
+ 1 Highly dissatisfied 12 12 o
e * Jotal number of scores = 95 Sum of all scores = 283 .
Mode — The most frequently occurring score = 3 . * '
Median —, , The score that I1s midpoint between the highest and lowest score = 3
'c X Mean - Sum of all seores divided by the total number df scores = 283/95=2.98 .
£ ° . ! . [\
Where the distribqtionis reasonably symmetrical, the arithmetic meanﬁg usually preferred.and
) is most useful because it is generally the most reliable or accurate. It has stability and consistency;
N thus, it is better suited for arithmetical computations, as will be seen later in the chapter. On the
other hand, as suggested by Fitz-Gibbon and Morris (1978, p. 26), the median is used rather than ¢ .
the mean if (1) yo® will not need to perform statistical tests requiring the mean, (2) if you need a
quiekeestimate of group performance, or (3) if the distribution is not symmetrical. Additionally, if
the Ig_v/ej of measurbment of your variables is nominal, only the mode is meaningful.
. . . ‘ ;
I Measutes of Variability ~ .

‘Meas,ures of variability are also known as measures of dispersion, heterogeneity, scatter, or
spréad. They are,used to describe important characteristics of distributions (i.e., the variability of
. the scorgs. Using thé salary satisfaction scores as an example, measures of variability answer the
question: how varied are the scores that contribute to the mean salary satisfaction score of the
group? There are two general measures of variability discussed in this chapter, the total range and
the standard deviation. .

The total range is easily determined, but it is also a highly unreliable measure because it is

based only n'two values. Agajn using saldry satisfaction score ag an example, the range is computed

by subtracting the {owest repgrted score from the highest reported score. Different groups of

respondents and types of vocatiopal programs can be only crudely compared on the basis of their ,

" range of salary satisfaction' scores. .o ~ ' ' A

»  Thestandard deviation is "‘the most commonly used indicator of degree of dispersion and is

the most dependable estimate of the variability in th& total population from.which the sample .

came” (Guilford and Fruchter 1973, p. 65). The standard deviation of the salary satisfaction scores ~ .

of former vocational students is a statistic indicating how'much the scores are spread out around .
PR the mean. The smaller the standard deviation, the less sprad are the scores. Knowing the standard -

# deviation of a group of measurements performs two functions (Morris and Fitz-Gibbon 1978, p. 30):

%\ e It provides a good means for describing the spread of certain measures
(e.g., income or perception on the quality of training) obtained from
‘ the administration of a particular instrument.

’ N
) . 1 . .
- . . - )
. . . . *
. . . ¥
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e It prqvides a basis for later statistical pfocedu‘?es that you may want to . ' -

. . pefform, such as a-test of the sngmfu‘:ance of differences between group | * '
~ ’ means. . ’ . . t
. ’ ‘
The example below will help you dlffereritlate between the two types of measures:
r - o4 Sa/ary sat/sfact/on ' ) Frequency )
. score (x) A /) ~ (flix) Mix?)
e 6 5 10 L. %0 " 250 -
4 16 20 : * 80 320
.- -3 . .9 3 v, 105 315
| 2 - 4 18- .. 7 36 72
1 1.° S22 e 12 ’ 12
o n= 95 .  sym= 283  Sum= 969
! Range = highest scoré - Towest score L . .
=5-1=4 ) ] ) R \ . “
» Standard deviation =n(fx?} - (fx)2 / n . < .

= 1007969) - (283)% /95 !
P =1.36 ’ , :
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‘ ' : GRAPHIC PRESENTATIONS

~ . v *
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Graphic presentations are an extremely usefut and efficient medium for the\aresentatioﬁ of
quantitative data,in a manner which facilitates the comparison of values, trends, and relationships.
Graphic displays have qualities and values lacking in-a narrative presentation. \ PO

1. They are more effective in creating interest and catching the attgntion of the reader. .

2. They provide visual relationships which are mgre clearly grasped and more easily
remembered. “ .
.- . ,
8. They are more time efficient, since the essential meamng of large masses of statistical
*  datacan be assimilated at a glance

- ]

4. T rovide a more comprehensive plcture of the problem, making for a more g
.complete and better balanced understanding. . -

5. They stimulate and facilitate analytical thinking and 1nvest|gat|on which brlng out
hidden facts and relationships. -

r ‘ o

. Graphlc presentatlxgs include the followmg forms: )

1. Rectilinear coordinate charts — The most frequently used of this type is the\5|mp1e i ‘j
vl arithmetic line chart.-A number of useful varlations exist; the cumulative curve chart, ,

. » Staircase curve chart, simple-surfacelor silhouette chart, staircase surface chart ” .

. 7 multiple-surface or band chart, and the 100 percent surface chart. . LA

. 2. Bar and co/umn charts — The major use of these forms is to facilitate the visual -
comparison of the magnitude of coordinate items or parts,of a total. The barsin a
. . bar chart are arranged vertically in"a column chart. Basically, there are at least eight -
types of bar charts: The simple bar chart, the bar-and-symbol chart, the subdivided-bar " ,
) . “chart, the subdivided 100 percent bar chart, the grouped-bar chart,the palred bar . L
/\ . chart, the deviation- bar chart, and the sliding-bar chart. i o

‘}’? There are aIso eight basic types of column charts: simple column charts; connected-
S column charts, groupgd-column charts, subdivided-column charts, ret-deviation - *
column charts, grdss-deWation column chart$, flaating- column charts ahd range .
‘' -charts. - Y ‘ _}h \ ‘Y

it v

. ~ 2 ..
. 3. Sem//ogarrthm/c or ratio charts — Th|s type of chart is gspecially suitable for shownng
. proportional and percentage relationships. It is a good method ‘for portraying rates of
!/ change in_a graphic way. Tp&nme of chart not only correctly represents relative .
L ) . e

SOURCE: Stephen J. Franchak and Michael H. Kean Evaluagi Handbook. Guidelines and Pract/ces for the ‘
Utilization of Evaluation Redlits (Columbus. The Natnondl nter for Research in Vocational Educatnon The Ohio

State University, 1981) pp. b0-58. .- .
@ ~ - ~
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- idéas for developing graphic displays. .

- "
s ~
- . .

. changes, but also indicates absolute amounts at the same tiffie. The vertical axis is ruled
Iogarnthmncally, and the hornzontal axis, arithmeticgty. The con,vnued narrowing of
“the'spacings of the scale divisions on the vertical axis is characteristic of logarithmit
rullng On, the other hand the equal interval$ on the horizontal axis are.indicative of
ar|thmet|c ruling. This chart is also sometimes referred toasa ratio chart because of the
proportional rpfétlonshrps which it. portrays ©

3
(=1

.7 4. Frequency graphs and re/ated charts — There are three basic types of simple frequency“ S I
o ™ grapﬂs fréquency polygon, h|stogram and smegthed frequency crve. The cumulative-
- frequency gréph, or ogive, is well suited to the ollowing, purpodes: (a) to determine and
show the number ‘or proportion of cases aboVe or below a given value, and (b) to com-
pare two or more freqlency d|str|but|o% w% . . . -
% . ,
Probability graphs are based on the normal frequenoy curve. This Ynethod provides a test
for proportional asymmetry as well as demo%strates comparisons D§tween empirical and

theoreticat distributiofs arld prediction. -~ d . TN

5. Miscellaneous graphic forms — The pie chart'may be used t6 show component relations.'

7~

The various segments of a cirgle represent component parts of the total. The trilinear <

chart simultaneously portrays three variables in the form of elements of a single function
of activity. It is always a 100 percent chart since the sum of the three valués indicated
’ is equal tQ 100 percent. Trjlinear charts are especially useful in portraying operating,
¢ produl:tlon or other costs expressed by a threefold breakdown .

The scatter diagram (scattergram) and other‘types of correlatnon charts show in graphic
form the degree and type of relationship or covariation between two series of data: {n
\tatrstlcal terms, the relationship-betveen two or more variables is described as correla-
tion. The fan chart portrays change for two different perlods either by percentages or

, * index numbers. As many as ten oy fifteen items may be shown, dependnng on the range”
and scatter 6f values. - =0 '

-
~

Ranking or rating charts place emphasns on the position of certain items or categories.
This position is usually based on ma nltude or frequency. Therefore emphasns is placed”
, on rank- order position, rather than dn the values themselves.

The most effective way of showing spatial relatlonshnps is the map. Maps are/;ten help:

fulin Iocatlng prbblems testing hypotheses analyznng data, and dlscovenng hidden facts
. and refationships. The following basic types of maps may be useful in portraylng statis-
— tical data: (a) eross-hatched or shaded maps, (b) spot or polnt -symbol maps, {c) isoline

maps, {d)} maps with one or more ‘types of graphs supenmposed and)(e) a combination’
. . of two or more of the precedlng types. - . g €

. - -

Pictorial graphs and charts may be used with popular reports which prepared for
nontechnical use. They add interest for the reader whd may not be othgrwjse motivated
to look at the item. Charts drawn in projection have limited use in voca jonal informa-
tion packaging, largely because of the complexity |nvolved in designjpg/three-dimensional
pictorial graphrc forms which are distortion-free. )

&

o

This is a very brief outline of some graphic forms Wthh vocational education evaluators may
consider for reporting evaluation results. The reader is referred to figures 1 through 7 for selected

/ — N
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Figure AR

{Three-Dimensional Bar Chart)

.
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- Figure 2

T {Line Graph) “
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Figure 3

. (Bar or Column Chart) _
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Figure 4

(Bar Chart)
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Figure 6
. (Bar Chart—Shadling) g
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A more detailed description about each specific type of chart with numerous examples may be
found by consulting the following references: ‘

. AT&T. Making the Most of Charts: An ABC of Graphic Presentation. Washingt\;m, DC:
Navy Publications and Printing Service, November 1970.

Schmid, C.F., and Schmid, S.E. Handbook of Graphic Presentat/on New York: John
\ W|Iey and Sons Inc., 1974
. Starr, H.; Maurice, C Black, M and Keller, P. Selecting, Ana/yZ/hg,.and Displaying
\ P/ann/ng /nformaﬂon Columbus The National Center for Research in Vocational .
Education, The Ohio State University, 1979. ‘
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Staff Functions and Competencies
& .

*  The following functions and competencies were identified for staff to provide follow-through
services. . :

' &
. , .
Functions » 3 /

. * Individual and group counseling . . : ¢
* Employer contacts " ’ .
* Agency referral contacts ’
Subcontracting for services . .-
Designing and developing materials - .ot *
Evaluating services / ) - -
* Monitoring counselor case loads . s
A v s

M A - ¢

Competencies . K . * ‘.

-
Individual and group counseling. The counseling function was dividea into four su Bgroyps:
general, employability, job adjustment, and career and educational planning. The first subgrou
represents'a comnion core of competencies that are relevant to all areas o:efy.low-throughpc;?zseling
regardless of the service area in which they are used. The last three relate spectively to speific -
follow-through services described in the model: job search assistance, job adjustment céunseling, and
career planning and traininy assistance. , . ) ' K

“

4

s AL

General: ‘ . ’ .

‘s Interview clients, by telephone or in pérson, to obtain information on theit current education
. P g

. and employment status. ? .- .

* Determine clients’ needs, for follow~t’m‘ough services based upon_the assessment of their
education and employ ment status. " oo :

‘e Maintai‘%ppropriate records dochmenting counseling activities performed. A

3 DeveIoP rapport with clients: exhibit empathy and patience, be §‘|néere, Use tact, build trust,
and ledrn the language or jargon of the client population. )

* Recognize the influence of clients’ other life roles ahd priorities {e.g., famiry responsibilities)
on employability. .

\

* Edugate clients’ significant others concerning the value of,follovg~through serﬁ\es for the

, clients in orde; to gain the support of those others. ' .
' ” © T s s Lt ‘ i

* Observe clients’ physical and.emotional status (e.g., use of drugs and alcohol, ability to get .

> along with othepsT to'identify problems that may affect their job success. - g oot

3 Encourage'clients to g'evéiop positive attitudes toward themselves, athers, and work. . B
’ . s . N ) s . . o eye ‘
* Provide opportunitiesifb.r clients to develop personal motivation and a sense of responsibility.

e Instruct clients on problem:splvingqtecﬁniqdes and encourage them to use techniques for
sofving various kifhds of probiems. ) ¢ . ' ‘
~ ‘ o~ ! - . P

SOURCE: Campbell et al., p. 58-65. o o 3 , )

oF
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Employability:

¢ Instruct clients in methods of locating job.openings. .
¢ Teach clients how to interview for jobs and to prepare job application materials.

¢ Inform clients of conditions of employment (e.g., the employer’s and employee’s rights and
expectations, criteria for advancement).

¢ Explajn the woman'’s expanding role in the.United States labor force to those clients whose
cuItUre defines the woman’s employment role in a traditional or limited way.

] Arrange for cllents to observe successquy employed role models (e.g., through on-the-job
visits, classroom visits by persons outside the program or formér program participants,
media presentations).

v

] E'ncou'rage clients to seek employment despite apparent lack of p'rogresls.

¢ Describe acceptable and unacceptable behavior for the world of work (e.g., attitudes,
appearance, attendance, promptness, adherence to organization’s rules).

Job adjustment. C . -

] Assisr% in examining their employment situations to identify job-related factors (e.g.,
insufficient job knowledge, poor work habits, negative, attltudes) that impede their optimal
job performance.

L
e Assist clients in assessing problems outside the job (e.g., inadequate chiId care or transpor-
tation) that impede their optimal job performance.

. . . . . el .
¢ Use-group counseling techniques, such as lecture, group discussions and conferences, training
groups, role playing, simulations, gaming, in-basket techniques, and use of audiovisuals, to
help clients |dent|fy and solve job adjustment problems.

] Counsel clients on a one-to-one basis to help them identify and solve their jOb adjustment.
problems . o . <

re

, .
%

Career and educational planning: , , .

¢ Provide clients with career information to assist thero in exploringand choosing careers.
v e Maintain a file of support service agencres |ncIud|ng contact information, referral procedures,
and services provided.
« Contact agencies to inform them of clients’ service needs. )
A e Infofm clients of agencies 'that can provide-required support services.

\
Al .

Subcontracting for serwces .
Identrfy services needed from outside sources. . . oo N

Identify available service providers. _
e Determine available funds to be expended on outside services.

o Develop formal requests for services. ; o
e Initiate contracts wuth service provnders according to established policies and procedures.
.6 . s
) N 5 9 )
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Designing and developing follow-through materials: .

* Determine the kinds of materials needed ta support foIIow-throogh services.

* Acquireand evaluatethe appropriateness of existing materials for follow-through services.
* Revise or adapt existing materials for use in follow-through services.

e Develop follow-through materials, such as mstructronai packages, filmstrips, slide/tapes, and
group exercises. T .

* 'Arrange for the development of follow-through mqteﬁals.

Evaluating services: : ’ * y

* Review goal(s) and objectives of foIIo.w-ihrough services.

* Determine which elements of foIIow-throug.h services are to be evaluated.

* Idegtify medsures of success of follow-through services.

* Identify sources of feedback information for evaluating follow-through services.

- 5

* Devélop methods of collecting inforphation for. follow-through evaluation.

L2 e Determine methods by which evaluation information can be analyzed. 2
:
. ¢ Determine means of transmitting feedbackelnformatron (for follow-through evaluation) to
. staff (e.g., forms, reports, staff meetings).
) * Determine a time schédule for collecting, anaIyzrng transmitting, and reacting to evaluation
information. , L ) e,
. » Provide information about future trends and tgchnologlcal changes tiat may affect
‘ employment. . . 4

¢ Help clients to develop career ‘decision- making, goa'l setting, and goal- achie'ving skills.
¢ Encourage and support ‘clients who are interested in careers that are nontraditional for

4 - B
’

- their sex., . “ ‘ s
- * Assist clients m‘assessrng and redirecting career goaIs . :
¢ |dentify outside sources for career pIanmng assistance to whnch clients can be referred
.. Inform clientg of educatnon anq!tralnlng organlzatnons and institutions that may meet thenr

- .
- -
e |dentify existing employment opp0rtun|t|es for cI|ents -

_e Obtain job information from employers, Suchras job requirements, evaluation procedures .
criteria for advancement, company policie§, regdiations, and benefits. -~

e Review with employers the traits (skills, work habits,.and personal characteristics} they

are seeking in potential employ2es._ t
» Confer with employers about clients’ performance, progress job adjustment problems, and
ways the clients can resolve their problems. <.,
. e Discuss with employers the reasons for cInenf job terminations. <«

’

. Mediate between employers and cllents %help resolve cqnflncts when job-threatening \-B
t

* situations arise. : . .

. N s -




Agency referra/ contacts: ' N . b
J . Identlfy- agencies in the community tha}prowde support services. )
\ *

e Obtain literature describing community support services (e.g., a support servrces referral
handbook). “ . , Yoo

- pu L) J. . . .
» Review with agency staff specific information about available services (e.g., type of service
provided, efigibility, methods of referral, fees, schedules).

Monitoring counselor case loads: : .

- . -
. .
. o

e Determine an appropriate counselor-client ratio, ~ . 4 '

Devise proceduges for assngmng clients to cou nseIors and‘or counselors to substrtute for
each other in the event of absence.

e Establish a schedule of services, including follow-up checkpomts and maximum period of
service delivery, . )
e Devise a plan for’ mamtamnng contact with clients through which to conduct ongoing needs .
assessment. . _ .
e ¢ Instruct clqrical staff on scheduling client appointments. * -
" Devise staffing plans and schedules forsconducting group activities. ) N
. * Develop pl’ocedures for terminating clients’ participation in the program. s - -
e Establish procedures for counselors to report their progress and problems in maintaining’
N their client case Ioads * %
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and one

Staff Composition and Size
+ .

Threg types of staff are needed in a follow-through program: a servicesﬁordinétor, counselors,
r more clerical workers. The outies of each are described as follows.

: \ ,
Coordinator of follow-through services ) . ; )

-

This person is responsible for the administration of follow- through services. Duties include the
following:

e Supervising staff

e Assigning and monitoring the counselor case load *

¢ Designing, |mplement|ng~a% aluating services

¢ Coordinating functions withifhthe follow-through services program

¢ Coordinating follow-through services with other related programsand agencnes
) Admlmstermg the budget ‘ ) ,

°

Follow-through counselors : .

. These staff members are directly‘responsible for proyiding follow-through services to clients to _
enhance their job success and-career progression. Services may include the following:

.

¢ Needs assessment
. » Placement assistance

3

[ ] .".’

I,n"dividual and group counseling
Training in joh search skills

Career planning assistance
ldentlflcatloq of training opportunities

Referral to approprnate agencies_for assistance w:th personal problems’

-~

),,.;J. .

i

°

[

Counselors aIso provnde asslst%nce to the coordinator in the administration and evaluatlon of

services:

Clerical

i

w A .

workers ', ¢ !

A -

.

-

’

—

.

\

- services are prOV|ded to cliénts conducting job sear.r;h actlvmes and other factors

&

Clerical.staff are responslble for providing clerical and administrative support for follow-through
services.. Duties include such routme “office wor as the foIIowmg .

» Typing - . . . . '

‘e Filing, ~ . 0 : C

e Processing forms : N . :

e Arranging-appointments ' * < .

¢ Answering telephones . . : . u

. \ . - : T .
Clerical services may also besprovided for clients partncnpatlng in jop seareh actnvntles.

1

.

The size of the counselmg staff will vary with the size of the service case load. There is no
precedent for client- counselor ratios for follow- through services; however, on the basis of past
experience with sinfilar programs (Gonzales 1980), it is regbmmended that the ratio not exceed -
60:1%In dense urban areas, a somewhat smallercase load may be advisable. The size of the clerical

169

- staff will depend upon thefzvumber of other staff in the program, client case load, whether clerical




3

Gordon and Erfurt (n.d.), on the basis of work with disadvantaged clients in the Jobs/Now

[}

Pr'ogram advocate a racial/ethnic mixture among the staff. Among other things, this enables the
staff to observe client interaction with people of different backgrounds and to identify any poten-
tial job adjustment problems related %o racial/ethnic factors. For similar reasons, repregentatnon of

¢

both sexes in the counseling staff might be advisable. - ‘ ,

’
DY

o
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" _ .o . !
ﬁ ©* " WORK MATURITY SKILLS . ™=
1.0 Present a positive image .
1.01  “Follow good grooming practices - R
. A. Maintain cleanliness ) -
’ B." Practice dental hygiene S
) 1.02  Practice good health habits
A.  Follow good nutrition and diet principles
’ B. Follow habits that promote physical fntness , .
1.03 Dress appropriately for the /ob . ) ’
A. Select appropriate work clothing
B. Keep clothing in good condition,
1.04  Exhibit self-confidence - . N
A. .ldentify personal strengths » ) ) » 4
. B. Use positive body language £ .
2.0 Exhibit ‘p)ositive work attitudes . \
. 2.01  Use basic social skills o -
. Y. A, Assume positive behavior h
‘B. Exhibit interest in others - . '
2.02 Becreative and willing to Tearn " i .
“A. ddentify greative potential in self and others ' ’ ’
B. Seek new ideas and ways of domg things
» 2.03 Take pride il /n your work o R
A. Develop a sense of contribution about your work -
. v B. B@rtlcular about the finished product + '
3.0, Practlce good work hablts""" ' \ .
3.01  Maintain regular attendance . . [ .
. Y A+ Bepunctual’ , . v
B. Be'dependable .
3.02  Be thorough and djligept o
'+ A. Complete tasks willingly and on fime -
" B. Be persistent and persevering . . ~
C. Maintain ;;rofessional knowledge R
e . , .

~ . .
SOURCE Developed- by the Techmcal Assistance for Oc cupational Skills Trammg Project, sponsored by the Offlce
of Youth Programs US Department of La{)or 1981 - . .
. , iy
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3.03

A}

Follow safety practices

i

A. Identify and follow general safety rules

B.— Operate equipment safely

E ~

4.0 Practice ethical behavior R

~

* C. ldentify and demonstrate first aid technlques

4.01  Exercise /ntegr/ty and good judgment
A. Maintain confidentiality
B. Maintain loyalty &

' C. Demonstrate honesty .
4.02  Respect property
. A Care for the building i

B. Care for equipment and furniture .

4.03  Follow company rufes A\

A. Follow company pollcres and 'operating procedures

B. Cooperate \gnth organization and union to resolve conflicts

5.0 Communicate effectively

< 5.01 ‘Demonstrate spoken communication skills
A. - Use proper ianguage N
B. Use proper speaklng techniques
C. CorrectIy relate information and messages
5.02  Demonstrate written communication skills
. A. ‘State information in a clear, concise, dnd complete manner '
' B. Convey-accurate and complete inforrr?ﬂtion
N 5.03 Demonstrate nonverbal communication skills
) A, Use body language to imptove speaking skills
B. Use body language to improve listening skills
5.04 Demonstrate good listening habits

“A. " Exhibit qualities of a gooti listener
B. Follow verbal instructions

6.0 Accept responsibility

R}

<

. 6.01 _ Use'initiative .

A. - Anticipate responsibilities on the job

* B. Be willing to perform your scope of work
6.02  Use problem-solving techniques » -
A. Analyze the problem .
" B. Identlfy and choose among alternatives #
. C. - Devise a plan of action, i
A .-
164
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£
‘ 6.03  Manage personal responsibilities
A.  Manage responsibilities of family lving
B. Manage personal finances

7.0 Cooperate with others

\7_,. 2.01  Work as a member of a team

]
A.  gmmunicate freely with coworkers and supervisors
B. Deal with job frustrations

7.02  Work under supervision .
A. Identify{and work within the organizational structure
B. . Cope with conflict '

N
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* goals, and objéctives of the session are carefully explained by the leader, who keeps the

N TR . . -
—~ . . . -/ Group Counseling , ; -t
Lecture * ' < T . v ‘b)
- ¢ o%

Vi - il
A’ person who’is kno‘v'vledgeablg about a given topic presents information on that topic to a
gfoup of listeners. This tech nique is generally considered an inferior training method'for several \
reasons: the clieng is jn a passive rqle, placing the burden solely on the traiger; lectures tend to be
boriﬁg;the contertt may not be individualized to each client’s needs; and there is little opportunity
for feedback togt'hé"?:"h‘ent.as to how well the content is being learned. These disadvantages tend to

increase with the size of the group. There 3 e, however, some advantages to the lecture technique: .

much information can®se given'to many peéple quigkly; it is inexgensive in terms of client-counselor
. N > . . . .
ratio; and an excellent lecture can be an Inspirational model to the clients. '

The lecture technique may be most appropriate for providing employment orientation infor-
mation (rufes, procedures, tax information, labor laws, benefits, personal finance, employer expec-

“tations, and so on). Lecture is not°rec¢mmended as the sdle method of providing group counseling.

It is' most beneficial when Used as an introduction to anoth technique or. for providing a final, syn-
thesizing statement{qof what has been taught through a"fﬂ.‘ r technique. = . .

’
- s « *

.
.

-

)

Conference or Group Discussion

A group leadér and‘a small group ofclients work together in a discussion setting. Thfb:ﬁsrpoée,
discussion

focused on the objectjves. Problems and issyes are’advanced, either the leader presents typical

problems or tlients present their actual problems, and group members participate in'their%r'esglufcion.

In the course of discussioni/‘cliepts use each others’ insights to shaRe their own thinking. d

Haccoun and Campbell (1972), in their discussion of work entry'/ problems of youth, contlude®
that “'group discussions and conferences might provide one of the better intérvention strategies to
be used for,/aiding work entrants in their development of flexible coping styles” (p. 37).

.

Advantages of the conference technique are that it enables clients to discover solutions to their

. own problems and that it usually facilitates retention of learning; it is cost effective: it is flexible foy °

many, uses and can be conibined easily with other techniques (such as case studies, role playing, ard
use of audiovisuals); and it cah alert the counselor to individual clients’ potential on-the-job problems

" 50 that early intervention:is possible. The benefits of this technigue are maximized when the group

is kept small, the goals are made clear, the group process is well organized, andgjfective leadership |
prevents one or two clients from mono'pi)lizing the discussion. This technique can bevespecially effec-
tive for developjng probler’n-solvingz;ill'{zsj;cbanging attitudes, values, and ?esponses to supervision; and
improving interaction skills with co ers. Itis hotan effective-methid of imparting a lot of sub-
stantive content within a reasonable timé. . .

s

® . . - \

Training Gioups (”T Groups’’) or Sensitivity Training .

-

A small group of clients and a facilitator focus on some dimension of interpersonal relations,
critically evaluating themselves and the others while focusing on the "here and now.” The goal is to/
see oneself as seen by others, using conflict as a vehitle for accomplishing this. .

LIS
SOURCE: All materials in this appendix are from Campbell et al., pp. 40-53.
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On the applicability of this techmque to the general working population (as opposed to those
in managerial trammg) Haccoun and Campbell (1972) state that:

(1) work settings are.social ones; (2) work involves the face-to-face interactions

- of many people; (3) work conflicts are frequent occurrences. It would seem
. that these situations are well su|ted to the use of the T group as an |nterven’c|on
strategy (p. 33). . .

The T group can be an effective technique for increasing sensitivity; improving the capacity for open °
communication, and incfeasing flexibility in role behavior. Lt should be noted, however, that the
effects of sensitivity training seem to fade quickly and the transferability of what is learned through
this technique to the work environment has not been determined, 4

-

Role Playing C o ' .
Participants in a small group assume the roles of characters in a problem situation and act out
the situation. Problems may be provided by the leader, presented through case studies or open-ended
audiovisual vignettes, or suggested by the clients. If the group is large it can be broken into smaller*
groups, who act out the same situation simultaneously, and thgn reassemble to discuss the solutions.’

Role playing is an effectlve technique for improving communication and coping gkills,, increasing
self-awareness and self-esteem, learning appropriate job language and behavior, reducing prejudice,
and changing work values and attitudes. It is also a means for the counselor to predict job behaviors
in clients, One drawback of rofe playing is that some participants either find it hard to take the situ-
ations seriously or focus too much on acting and lose sight of the counselihg goals. Advantages of
this sechnique are that it is motivating and interesting to the client, an active form of learning in
which the learner receives immediate feedback and reinforcement, a good vehicle for clients to ‘~ .
practice.coping behaviors, and fairly easy to design. Role playing is somewhat costly in terms of
administration and.time. . e .

»

Ganing Techniqgues \g\ \_/ S

. ! o
' Two or more cI|ents each given information about a hypothetical problem or situation, com-
pete within‘the framework of a.game. Each strives to win the game and maximize returns.

Games are most frequently used to improve goal-setting and decision-making skills and to
develop greater awareness of business environments. Gaming can be an effective technique for some
clients because the element of fun is motivatidal. Further, clients are allowed to set thejr pown goals
and are heIped‘to understand which actions ought to be taken to attain those goal§ Imme iate feed-
back is reinforcing and forces realism regarding the causahty of one 's actions Ieadlng to ou\pmes * *
) Many suitable games are available ‘commercially—for example,. The Job Game (Employment

Training Corporation) and Life Career Game (Western Publishing Company). When existing games
are used for this techmque the cost tends to be quite low in relation to the outcomes.

Simulation . ,

\

‘ Clients assume worker roles in a h‘ypotbetical situation, frequently some type of business ven-
ture. Participants learn the nmport/nce .of worker |nterreIat|onsh|ps through carrying out interrelated

tasks. ) _ > .
170 : . '
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‘ I For some clients, this ¢an be a mot:vatlonal technique becalise of the participatory element
' + and the interesting situations that can be created. Simulations are usually flexible, in that different
numbers of roles can be used together or roles can be combined in different ways. It is lmportant

to use this technique selectively, with those cI|ents who are most likely to benefit from it.

When commercially available simulations are used—for example, Adventure—Lifelong Learning .~ "
. Swnulation {Abt Publishing Company) and PrO/ect Seek. (The National Center for Research in Voca*
tional Education)—preparation for thns technique is fanrl?"mexpenslve although staff involvement in
relation to payqff may be high. v
- : -0 . ° , - . -
@ Ip-basket Te'chnique _ ) , , o o
o - -~ ST e
) This technique is closely related to S|mulat|on but cgn be conducted with Jess elabgrate struc- .
r ture andpfeparatlon. Each client receives a description of a wotker role and an in-basket of job tasks \
! ’ representing day-to-day problems or decision points. (Although this techniqu s most effective when
' several clients arg given interrelated roles and in-baskets, it may also be used th individuals.) Clients -
.. deal with the items in their in-baskets, then discuss‘their activities with' the counseIQr who helps them
. mtverpret appropriateness of d'ec:suor;nd actions and their |mpact on other workers’ pofes.
This, technique is an appropriate’counseling tool for adjustment probl\ems related to decision
making and personnel mterrelatlonshlps N _ )
. . v . S . ? , .
. ‘ 3 - “ ~ . . . . b}
.’ - Case Studies‘ . - . < . |
» J‘ - “e . *
Written probTem descrlptlons are presented to the clients, who try to resolve the problems.
Members of the group share the|r nqeas and discuss alternative squtlon,s . .
. This techmqﬁe may be appropnate for workingon situational problems, personal work habits,
and problems related to |nterpersonal relations and response to ‘supervision. It is also use,ful asa Y 4
i follow-up_to other techniques fo determine how much cllents have retained. ' ~_ v
e o 1 > -, : ‘_- . B . .
. ) v . ’ , ' .
Audiovisuals , .
, .o X (ﬁd S T
- ) / Films,. filmstrips, slides, tape recordings, videotapes, 1 closed circuit television can be used .
; *~ in‘a variety of ways in job adjustment counseling. . v . L
. C . . £ >
Many films, f|Imstnps and recordings that are avanlable commermally d I.with work adjustment .
S ~ topics. Examples mclude“thefollpwmg N\ . 7 ' o .
- © . e ABC’%sof Gett/ng.and Keep/nga Job (Eye Gaté House) ) . .
> e Exploripg the World of Wark (Specialized Servige and Supply Co.) R
N # Gerting a Job and On the Job (Education Design) . s Y. )
§ . o Opportunity {Scholastic Book Services) ) . :
¢ Roles apd Goals (Argus Communication) «
‘ o Your First Week on the Job, You and Your Job Interview, Trouble at Work,” ~«. . ’
Job that Goes Spme%ace and Job Hunting: Where to Beg/n (Guidance As’Socnates) .

e
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Materials such as these are versatile. they can be used in different settings and with any size of.gfoup;

'ifkept in stock, they can be used with little notice or preparation and can be chosen to fulfill a

variety of purposes; and they require a minimum of staff time. The content should be studied care-
fully for accuracy, appropriateness,for the courseling goals, and absence of ambiguity and bias.

Disadvantages of this type of medlum are that the learner is in a passive role andghat the
materials may not be strictly relevant to each client’s coynseling needs. To help focus the content
on specific problems and to involve the clients %ctnvely in mterpretatlon of the content, audiovisual
presentations should be followed by discussion, R . e

/

Audio and videotapes and cIosed circuit television are useful for gnother purpose, microteaching.
In this technique, the clients give a short presentation or participate in role playing. The segment is

recorded and replayed and the clients watch or listen to the recordmg with their counselor and other( ,

members of the group. The clients raceive |mmed|ate feedback through watching their own behavio
and from 'the discussion that follows. . . ) . : \

’

Although performing before camera or microphone can be threatening and depers(’i’nalnzmg to
some clients, these feelmgs can be minimized by preparing ! the cllents for thg expernence of self-
observation. While the initial cost of audiovisual materials and equnpment is hlgh the cost ovet time ~
is low becausg they can be reused.” . :

[
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Individual Assistance

- ro- x

providing individual assistancé are descrjbed as-follows /
. L8 ) . "ty
. Individual Counseling - '

~ (8

1 / :

Counseling is ;‘}oflided on a one-to-one basis to help the client deal with adjustment problems
~‘on the job and to develop coping skills that will help tife client handle future on-the- jOb problems
without assistance. e’ . «

'l
'S . [

It is iportant that counseling be provided early,%t the first sign of a potential adjustment
- probler'n In many cases this makes it possible to avert a probl¢m rather than to remedy it. '(rt ma\/ .
be too late to solve a problem through, cou nseling after a potentlagproblem has escalated into dn
on-the-job clash.) Individual counseling may be considered an expensive technique_in terms of

“counselor - client ratio, but it is frequently more efficient than group counselmg in terms of géetting .
to the problem quickly and resolvmg it. .t —
, : ot >
,Dialogue with Employer ) . . L e
‘ Ongoing dlalogue with clients’ employers is a good source of |nformat|on about job adju’stment N
By keep“hg informed in this way, the counselor can be alert to potentlal problems and offer coun-
. seling services before problems become critical. . N .
‘\‘ ‘Y ) , o L I
- y‘ ¢ . ~ N v .
- Intervention’or Advocacy A ‘ ' \
' Sometimes a job adjustEner'nt problem results.in a crisis—the client is fired, is under threat of - .

being fired, quits, or is about to quit—before the couns/elor learns apout the situation. Under these
. * . . circumstances, the cotnselor may decide to intervene, ) re

hd .

-

' N N - [
The counselor talks to the émployer and the client and determines the nature of the probléem
*and any underlymg causes. A decision is then made, as to the best course of action. For example, the

counselor mlght-— . - ‘ P
* e talk to.the empJoyer on behalf o?’the cllent . ‘ >
- : e get the client tb stay on the job; s \ :

e counsel the client on coping with job stress;
¢ get the employer to modify a stressful situation; )
o refer the client for needed outside seryices. . N

.
s~

This technique is most easnly implemented if an ongomg dialogue has been maintained with
o the employer. Additional discussion of this technlque is presented by Gordon and Erfurt (n.d.),
p. 119ff. _ '

0
LY




{ an ; __—
2 > &\ ! (
& \ ’
. . - : B . .
\ 4 ) ' ’-
\ . * .
“Programmed or Computer-Aided C, : :
Instruction (Pl or CAI) ) . ! .

- -

In the linear methgd
each level must b
the learner who

¢

Pl, material is presented in ascending order of difficulty, and the material at
learned before the next level of material is presented. In the branching method,
es a wrong answer is “‘branched” to a deeper exploration of the problem material.
| )
Programmed or computer-aided instruction is available in several forms, including program
books, piecemeal program materials, program learning machines that accommodate one client at a
time,.and computer progrﬁqys that can accommodgte many clients at once,

\ - CAl and Pl techniques are useful only when there is a definite content with “right answers’’ to

- * be learned. This may limit its appI|cab|I|ty for some areas of job adjustment counseling. Haccoun

and CampbeII (1972) note that: . . . . .y
PI seems more efficient when specific learning critefia or goals are set. Unfor-"
tunately, sett|ng up specific criteria for problems such as adjustment to peers
and supervision”’ is a difficult task because the-criteria are often situation-
détermined. However, when (and if) these criteria are specified, the positive
experience withPl might be indicative of its futyre usefulness as an |nterven~
tion strategy (p. 30). = :

S‘tce this technique focuses on indwidual différences Tts effectiveness varies with those differences.

. » Motivation may be greatest with people who prefer to learn information systematically. Although +
initial cost is very high, Pl and CAL systems are.inexpensiye to use. e 2o
. 1 ¢ ' . e v
- Modeling ] ) ..

0 r

The client observes a person (model) performing a task, then duplicates the task: The task is
repeated until the client can successfully perform it, and correct performance by the cI|ent is
rewarded , - £

B . N f
" Also called “‘observation Iearnlng, imitation identification,’” “’social learning,” and "‘vigarious
Jearning,” this technique may be approprnate for such counseling topics as personal wbrk habits,
proper use of language and deportment on the job, and responses to supervision, It is léss appro-
. priate for situational adjustment problems because ‘‘correctly’”’.modeled behaviors are difficult to
transfer from one situation to another. The effectlveness of modelwg is enhanced if the model is ~

someone who is perceived as benng competent and with whom ';\he client can assocnate ,
<o . . . ‘ " e « -

* . ?
Exploratory Experience . ‘9 .

1t 1

[TTH

"

Vs

- . ¥ 4 <
Often used for people whos®career goals are unclear, this technique may also be useful for the
client who has a history of work adjustment problems, who.has been identified during training as
. having strong potentlal for_such problems, or who_ has no exper|ence whatsBever with work environ-
ments. In this technique, the clients are placed with a worker on a job in the typé of industry or
busines§¥%n which they are seeking em ployment The clients observe a typical workday and ‘geta
feel for” the work environment. - ]
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Selective Placement . &

;
* -
.

Employment situations to which chents are referredsrmay need: to be chosen carefully to avoid
a particular adjustment problem for which a potentfal has been noted in the client. Occasionally an .
instructor or counselor, by ‘observing a client’s performance or interaction.with program staff and
other c\nénts will detect an aspect of employmeént to which the client is likely to havgtrouble adjust-
ing (for example, personal grooming or strict regimentation), If it is determined that the client’s
attitudes or behaviors cannot be modified sufficiently, or that employment is needed before modifi- *
cation can take place; it may be hﬂpful to place the client on a job in which the problem is not likely
to'arise. 7

3 b \ .t * *

ot

-

Referral . ; .y . .

N , ’

' When personal famnly, or other nonjob-related problems impede the client’s adjustment to wor?

A
it, may be appropriate to refer the client to outside services (for example, child care, legal, or mental . / .

health services) for assistance with the problem This techmque is described undér “'Referral to - -
Support Services.”" . -~
. . L. ~ L.
‘ : ' ] . * ) .’ -
Reading Lists and Printed Materials , Lo NS

- -
. . . -

. - F- P
" The counselor provides reading materials, or lists of such materials, from which the client learns -

appropriate behavior patterns. Examples include: (3{ et TS

e Everything a Wdinar] Needs.to Know t6 Get Paid What She’s Worth 1Ban1am Books)
* Handbook for Yodng Workers (U.S. Government 'Printing Office) . C
* How to Get and Hold the Right Job (U.S. Government Printing Office) . S .
o How to Keep Your Job: Poster Series {Walch Pub.) . .
e Succeeding in the World of Work (McKnight and McKnight) a e
s Succeeding on the Job: Self- Study Guide for Students ( Card Set) (Interstate Prlnters

and Publ?shers) o . .
* A Workmg Woman's Guide.to Her Job Rights (U.S. Department of Labor) °

\

 For wrntten materlals to be effectwe the reading level and style must be-appropriate for the CT

client, the content must be interesting, and the matarials must be available. Thus, materials that are

hard to read, that are presented ina style to which the client does not relate, or that canngtbe = *« .

obtained without spending money or going across town to get them are not likely to be effective
tools for job adjustment counseling. Written materials are best used: for reinfotcing’ Igarmng acquired
by other methods or pfovndlng information to chents who cannot participate in other tralmng 2

- i . -
a
3

s
P

B, Career Planning and Training Assistance ) //\

Career planning and training assistance are services that help clients identify and pursue their
career goals. These services are provided to clients who, after termination of employment and traumng
programs, (1) have not chosen a career, (2)-have careers and wish to maintain them, (3) have careers
and wish to advance in those careers,-or (4) have careers and wish to change to other careers.

»

There are two aspects of career planning and training assistance: career ptanning assistance, and

referral to education and training programs.

.

' 175 .
- : l':):' ’ '

" -~ !




.
.

e : o . Equipment % ) !

. .
,  Career Plan’ni/z( Assistance . -

- Clients who cos;n/plgte CETA training programs often obtain employment in entry-fevel jobs
v that do not otfer lohg-range career opportunities without further planning and, possibly, fraining.

The aim of career planningassistance is to help clients improve present career paths or choose new
ones that fit their skills, interests, and occupational aspirations. Career planning assistance can be
developed through three approaches: “in-house’ groups, individual career planning assistance, and -
referral to agencies. All three approaches to career planning assistance are aimed aj; helping clients

. {1y assess their skills, interests, and ocsupational aspirations; (2) explore career options {including
nontraditional career ¢ |ohs);\f3') choose new careers or maintairetheir present ones; and {4) imple-
meht their deci'sion;/ ' ' v < ,,—\

, “In-house’’ group caveer planning assistance. Groups of clients are counseled in career planning
by program staff. Although targeted at individual needs, the counseling is delivered through struc-

\ tured group activities. The counseling includes sorie or all of the following activities: * * .

-

+»_Assessing clients’ skills, interests, occupational aspirations, and personality traits by using
. aptitude and achievement tests, interests invehtories, personality evaluations, and other
instruments. . ' ' .

¢ Acquainting clients with career optio‘nsbthrough discussions, lectures, and career guidance
materials. Career information-should'include the following:
. " o Nature af-work S, ‘
» Working conditions , T s
¢ Hours of work
. o Salary or wage range - ‘
w % Opportunities for advancement - . .
‘ « Required skills and attributes {manual dexterity, good visionk

e Education and training requirements {type, conten_tflength) .

« Other prerequisites (experience, license, certificatign, unidn or professional bd .
' [ ¢ . o

group membership) .
« Degree of supérvisory responsibility ’
e Kind of supervision received

.
<

x

& . o

- .

’ ; . o o . ¢
- e Instructing cliénts on the decision-making process to facwtate their choosing career paths
that match their career. interests. This activity could also include instruction on problem-
' -_solying techniques. ~ ~ - ' o oL ’

-~ : bl
- b < - P ° [y . B
+ e Aiding clients’in implementing their career decisions. This activity is usually accomplished
by referring clients to appropriate training programs that. will prepare them for their
< o - iy .~

. 7 career choites. , o

Individual career planning assistance. Clienis are counseled orf a one-to-one basis to help them
resolve career-related guestions or prablems. The activities used to help individuals plan their career
-may besthe same ones uséd in group counseling. Clients may aiso be directed to career information
materials so that thgy can guide themselves in selecting career paths. Examples of such materials
follow: - | .o~ .

e Dictionary of Occupational Titles (U.S. Department of Labor) :
° e Guide for Occupational Exploration (U.S. Employment Service),

e Guide to Local Occupational Information (U.S. Employment Service)

i3
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o .. “
\ : o Job Guide for Young Workers (U.S. Employment Service) * .
) * New Career Options: A Woman’s Guide {(Human Sciences Press) ° ’ . '

. Occupational Qutlook Har{dbook, (U.S. Department of Labor) - ,

. Referral to community services for career planning assistance. Clients who need additional -
assistance may be referred to community services that provide,career plarining assistance.’ Although
* this will vary by communities, suchlservices are typically found in—

< >

. four-year colleges and universities; ) »
< " & community and junior colleges; . Y ;
* private groups and agencies;” > ]
¢ government agencies; . o .
* public adult schools;. - « ‘ .

:  company personnel offices. . : ' Q=

mn

Career planning assi.stance also ean be located through éuch sources as The National Center for _ «
Educational Brokering (405 Oak Street, Syracuse, New York 13203), which publishes a national. .
directory of career planning services. Directories of career planning services may also be available

from local sources or state departments of guidance.
! » . >

-

Referral to Education and Training Programs . ) I
; . S .
The purpose of referral is to fink clients with opportunities for further edu?:'ation or.training
(for example, postsecondary programs) that can help them.achieve their career goals. The process of
. referral includes four activities: (1) helping clierts identify educatibnkanq’gra@ing needs, (2) identify-
ing education and training programs, (3) linking clients with programs that meet their education and
t;aining needs, and (4) helping clients implement their education and training plans. *
. Lt - . N b
Helping clients identify education and ;rainir]g needs. After clients have decided upon career.
goals, they are assisted in identifying short-term and long-term education and training needs to
.pursue those goals. For example, it might be determined that a client needs adult basic &ucatbnﬂ *
(to upgrade basic academic skills) and then some type of postsecondary vocational training in the
chosen field. - . ’ -

S

- f * -

tdentifying education and training p‘i‘og‘rams. Owganizations and institutions are id'entifie_d that .
offer the type of education or training sought by the client. Such organizatighs and institutions might
include the following? g - 5

.
A <

e o, Proprietary schogls B . . ] o, R
* Area vocational-technical schools ’
o Technical institutes
o Business and trade schools

v .

‘ . Busiress or government sponsored training programs . ;- :
S ¢ Community colleges ‘ . ) R
e Universities - ‘.
. * Adult ediication programs through public schools « ) b i . .
« Correspondence courseg ot - _
¢ Apprenticeships e ‘ “ j

» Military trainipg

.
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In addmon to Iocal sources of information, d|rector|es and guides such as the following may
be used to idemtify programs in the area.of the client’s educatlorLand training needs.- ’

A < o, American Tradg_é‘choo/s D/rectory (Croner Publlca’uons 1974) - =
’ * Barron’s Guide to Two-year Colléges (College Division, Barron’s Educational Series, 1979) i
s Community, Junior, and Technica/ Co//eye D/rector? (Amerlcan Association of Community

\

\ + and Junior Colleges, 1979) o ¢ ) - - ;_
. * Comparative Guide to Two-Year Co//eges and Career Programs (Harper afd Row 1976) N
iy * Directory of Postsecondary Schools with Occupat/ona/ Programs (Natlonal Center for .
’ Educat}onal Statistics, 1978) - . , .
VoL * Lovejoy’s Career and-Vo at/ona/ Schoo/ GU/de (Slmon and Schuster 1978) —_—
©o. Mére such gs catalogues, pamphlets,\and brochures |sobtamed to provnde the cluent with "
. such mforgiatlon as the foliqwing about the programs - s by
e Entrance requurements (entranc& exammatlon educatlon prerequ15|tes "minimum grade pomt
average, previous trammg ,and n) -
. . Tralnlngfo'r tuition fees < © ‘ SR )
* ? ) ?manCIal aid posgibilities. (Ioans work—study,grrangehents grant& andscholarships)
. o Course requirements for a partlcular degree certificate, or license « .y,
’ * Calendar of program offerings - . I ©
* Schedule of classes . f - . ‘
- ¢ Deadlines for subniitting appllcatlons " "%; “ v \ T
- A © ‘ N ~
T v : " ’i&' v .
= ] Linking clients with edueatlon and trammg p% The cdy selor helps the client gain )
enough information about the pregram and’ |nst|tutlon> o be able te-take a decnsnon about pursumg
the training or educatlon . . ' <
. : £ o/
) The d|rector|es guides, pamphlets, and other written materlals are stocked in order to provide . ]
‘s clients with geheral and specitic information about the programs. A browsing library might be estab- .
lished to facilitate clients’ access to the written materials. \. -

‘
-

., Representatives of training programs might be invited to'speak to groups of interested clients
about their programs’ content,’admission requirements, costs, and other factors.
Cllents are encouraged to visit the orgamzatlons or institutions that house the tralnlng programs .
. of mterest to them, to view the facilities, and dlscuss the nature of the programs with admissions
. staff, instructors, and students. . X : .

k14 M ' .

Where dlfferent types of trammg are avallable in the chosen field (for example apprentlceshlp, . .
vocational school, and community college}, the client is assisted in reviewing and comparing the *. . .
different programs—their prerequisites, content, training time, type of instruction, training outcomes,
cost, and so bh—to determine the type of training that best meets career goals and individual needs. ;] .

hd L

. .

Helping Clignts Implement :
.Education and Training Plans v . . . ,

h ] > )
Commurtication is established with the admissions 2taff of the training programs to inform them

of individual ctients’ career goals and training needs. Dur‘mg these contacts, information can be obtained

about the application procedures, student selection process, deadlines for submitting applications, and

other matters related to entry. This information is then used to help the clients decide whether they

. are eligible and in a position to take advantage of a particular program. -

~ - | , ‘ ®
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. Helping Clients Identify Personal Problems

Clients are assisted with procedures and problems related to matricotagion and 'participation in®

their desired programs. For example, the following kinds of assistance mi'ght be as needed:
® Completing applications . ’
* Scheduling and preparing for entrance tests ' - .
* Obtaining financial assistance ’ .

* Planning for training-related expenses (books, materials, tuition, dues)
* Making child-care and transportation arrangements
. - =
.Referral to Support Services ( _ T ‘
Referral to support services is provided to clients who need help in relieving personal problems
-that interfere with their job success but are not directly rédlated to their jobs—for-example, inadequate
child care or transportation. The actual help or service that the clients require is delivered by sources
outside the follow-through program. It is the counselor’s function to help clients identify their prob-
lems and to direct them to the services. . LI .

t . e

/ .
Clients are guided in examining their respective employment situatiens and discerning those
factors in their personal tives that impéde their optimum job performance. Clients are encouraged to
express what they seg as impediments to their job success but are discouraged from relying on program
staff to make judgments about their personal situations or to solve persponal problems t_or ghem.

Directing Clients to Sources of Assistance 7

Once the problems have begn identified, the clients are made aware of service deliverers that can
provide help in abating the problems. If a support services referral handbook is available, it is used to
provide clients with basic information (name of agency, address, phone number, scope of service)
about those' service deliverers. »

3

-

The following are examples of personal problem categories that might interfere with clients’
job success and the service deliverers that might be expected to provide assistance in solving the

problems: . - : . ) _ .
- o°Child care ' c. * private day care centers
i 7 ¢ - . ® church-sponsored education centers
~ : . * county family services
* ‘CounseMng ¢ community mental health centers

*gPrivate counselipg Services

* . . .

* public and private hospitals

¢ church-sponsored social services

t * Financial assistance

. i . . %
* budget counsgling ® community action programs .

- ® consumer credit counseling services t

* small business administratiori .

* utility companies ,
R o >,
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-,
™ o rent supplement local hougjng authority
* housing financial assistance local homestead department
- . ¢

_® Health - \ hospitals
public health services
community outpatient clinics

.

local bar association

local Legal Aid or legal'rights service
legal clinics  «. ° ’

city prosecusggr's office :
local court of common pleas
municipal court

- Qg,,‘- Legal assistance
, .o “

e o
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