ED 228 385

AUTHOR
TITLE

INSTITUTION
SPONS AGENCY
PUB DATE
CONTRACT

NOTE
AVAILABLE FROM

.

PUB TYPE

EDRS PRICE
DESCRIPTORS

IDENTIFIERS

ABSTRACT f

!
DOCUMENT RESUME

CE 035 299

- Getzel, Elizabeth Evans; Tindall, Lloyd W.

Strategies for Developing a Coordinated Vocational
Assessment Process for Youth. A Compilation of Ideas
and Resources fdr the Service Delivery Areas under
the Job Training Partnership Act.

Wisconsin Univ., Madison. Wisconsin Vocational
Studies Center.

Governor's Employment and Training Office, Madison,
Wis.

Mar 83

‘G4AD-83-971

1l41p. : S

Wisconsin Vocational Studies Center, Publications
Unit, 964 Educational Sciences Bldg., 1025 West
Johnson Street, Madison, WI 53706.

Guides - Non-Classroom Use (055)

MF01/PC06 Plus Postage.

Adolescents; Adult Education; Business
Responsibility; Community Planning; *Cooperative
Planning; Cooperative Programs; *Delivery Systems;
*Disadvantaged Youth; Employment Programs; Job
Placement; Job Training; *Program Development;
Statewide Planning; *Vocational Evaluation

Job Training Partnership Act 1982; *Wisconsin Youth
Initiative

The Job Training Partnership Act requires that

private and public sectors work together to create a service delivery
. system that meets the needs of disadvantaged youth and the needs of a
state's work force in its business apd industry. This manual, based
on a Wisconsin Youth Initiative program at five pilot sites im that
state, is intended to provide a better understanding of the role of
assessment in the service delivery system in order to assist in local

‘planning activities. The manual is organized into five sections.

- -~

After. the introduction, which describes the Wisconsin project as well
as the purposes and use of the manual, the second section describes
technical assistance activities injtiated by the Wisconsin Governor's
Employment and Training Office. This information provides background
on how some of ‘the resources and materials were presented té the
local areas. Section 3 describes the steps in planning a coordinated
assessment process. These steps are outlined along with specific
examples of how local management forums developed in their settings

as a means to illus

te how local communities worked to design a

coordinated assessment process. Finally, sections 4 and 5 offer
additional materials and resources: an annotated bibliography, local
management forum membership lists -and by-laws, and descriptions of
selected vocational assessment instruments.. (KC)

****************************************************#******************
* Reproductions supplied by EDRS are the best that can be made *

*

from the original document. *

AhkR Ak hhrhhhkhhhhkhhhhhhhhhhkhhhhhhhhhhhkkhhhhhhhhhhkhhhhhkhhhhkhhhhhkkk

v




A

ED228395

Strategies for Developing a Coordinated Vocational
Assessment Process for Youth

A Compilation of Idéas and Resources for the Service Delivery Areas
Under the Job Training Partnership Act .

N\ :

~ funded by
The Governor's Employment.and Training Office

‘ Elizabeth Evans Getzel .
Project Director

Lloyd W. Tindall

»

,S March, 1983 ' ‘ N

b The Vocational Studies Center
University of Wisconsin - Madison

.
. " . []

, - -
N b’ . N
L) . .
‘ -

Merle E. Strong, Director Roger Lambert, Associa}e Director

“PERMISSION TO REPRODUCE THIS

DEPARTMENT OF EDUCATION
MATERIAL HAS BEEN GRANTED BY

IONAL INSTITUTE OF EDUCATION
t0YCATIONAL RESOURCES INFORMATION
CENTER rgRiCH

TS donament hae ) :
been o«
o ¢ noreproduced g N ) /
oM the pereon o Orga3N2 IHon /

ongnalng it / 2 \ //I l

\’:y.umnoo« PIVE Bt made t improve ,: - -
todue tan quatity :

- | TO THE EDUCATIONAL RESOURCES

0™ of v ew or 0pinoneg S1AG 10 the docy INFORMATION CENTER ‘ERIC) )
TNt AN nOt i msardy fapracent off-cual NIE ' . \

POVhON of potcy ,
A\




The research reported herein was performed pursuant to a contract with the
(Wisconsin) Governor's Employment and Training Office, Contract Number
G4AD-83-971. Conhtractors undertaking such projects are encouraged to
express freely their professional judgment in tha conduct of the project.
Points of view or opinions stated do not, therefore, necessarily represent
official Governor's Employment and Training Office position or policy.




TABLE OF CONTENTS

Acknowledgements . . . . . . . . .. oo Lo o e e e e i

Section One: Introduction ‘ \

Role of Vocational- Assessment in JTPA Programs 1
Development of the Manual . . . . . . . . . . . . . .. 1
Uses of the Manual . . . . . . . . . . . . .. e e e e 2
Purpose of the Manual . . . . . . . . . . .. R S 3
Section Two: The Role of State Level Technical Assistance g
v Leaderghip at the State Level . . . 4 . . . . . . . . . . ..
Guidelines . . . . . /. . . . ..
Consultants . . . . . . . . . . . .. e e e e e e e e 6
T Staff Development Workshops . . . . . . . . . L 8
Requests for Proposals . . . . . . . . R ¥
Future State Level Support s . 11
Attachment One - Identifying Core Competenc1es for '
Assessing Youth -PartOne . . . . . . . .. 13
Attachment Two - Identifying Core Competencies for .
. Assessing Youth - Part Two . . . . . . . . . 19
Attachment Three - Technical Assistance Activities for
Developing and Implementing an
~ Assessment Process . . . . . . . . . . . . 23
Attachment Four - Assessment Process Mode] e e e e e e e 25
Attachment Five - Method for Determ1n1ng Core Competenc1es '
. Systematically . . . . . . . . . . . .«. . 27
Attachment Six - Training Analysis Form . . . . . . . 1 |
Attachment Seven - Job Analysis Form . . . . . . . . . . .. 35.
Attachment Eight - Emﬁ]oyabi]ity Pan . . . . . . . . . . .. 37
. References e e e e e e e e e e e e e e e e e e T X
Section Three: Planning Considerations
“ Introduction . . . . . . . . . . .. e e e e e e e e .. 45
Role of.Assessment 1n the Serv1ce De11very System . , . .. . 45
Stages in Planning a Coord1nated Assessment Process . . . . : 46
Determine the Purpose . . . . . . . . . . . . .. : ... 47
Identify Resources . . . . . . . . . . . . ... 47
“Decide Who Will Be Assessed . . . . . . . .. .. 49
Define What To Assess . . . . . . e e e e e e e e e e 49




Decide HOw TO ASSESS « « v v v v v v v e e e e e e e e e 51

‘ ' Develop a'Plan for Implementing a Coordinating Process . . 56
Evatuate the Plan . . . . . . - ooy e . .. 60
. /)Benefits of a Coordinated“Assessment Process . . . . . . .. 61
: /Attachmgnt Nine - Possible Areas for Matrix of Serwices . . . 63
Attachment Ten - Matrices . . . . . . . . « « .« o o . .. 65
Attachment Eleven - Survey Results . . . . . . . . . . . .. 73 )
"Attachment Twelve - Skills Most Lacking . . . . . : . . . .. 75
Attachment Thirteen - Affective Skills . . .. . . e T
Attachment Fourteen - Cognitive Skitls . . . . . . . . . .. 79
Attachment Fifteen - Survey for Employers . . . . . . . . . . 81
Attachment Sixteen - Student.Referral to the Wisconsin v
“ Youth Initiative Project . . . . .. . . 83
Attachment Seventeen - General Considerations in Planning
An Inservice Meeting . % . . . . . . . 85

Attachment Eighteen - Program Evaluation Planning Worksheet . 89
References: . . . . . . . . . . .. e e e e e e e 91

Section Four: Annotated Bibliography . . . . . . . . .. . ... 93

Section Five: Appendices’
Appendix A - Green Bay Area Local Management Forum

Mémbership List and By-Laws . . . . . . . . . . 103 -
Appendix B - Ashland/Superior Area Local Management Forum *

Membership List and By-Laws . . . . . . . . . . 107
Appendix C - Racine Area Local Management Forum

Membership List and By-Laws . . . . . . . . .. 113
Appendix D - Descriptions of Selected Vocational Assessment

Instruments . . . . . . . .. . '\K R S §

A '
\

<




FIGURES

Fiqure One - Leve]s of Assessment e e e e e e e e e e e e e

F1gu e Two - Assessment Instruments Identified by
Green Bay.LMF Members . . . . . . . . . .. ...

Figure Three - Standardized Vocational Tests . . . . e e

(o8




ACKNOWLEDGEMENTS

Jhe deve]opment of this manual depended upon the contributions of \\\\\\
iany yjndividuals. A spec1a] note of apprec1at10n is extended to the

assesgmefit subcommittee members The willingness of these 1nd1v1duals -
to sijare mater1a]s and ideas resu]ted in a wealth of 1nformat1on for th1s‘
manfal. 1 would especially like to thank Melinda Waggoner, Coordinator

r the Green Bay Area Local Management Forum and Cheryl Ldfton, L1a1son N
for the Racine Area Loca1 Management Forum, for all of their ass1stance

nd support. I would also like to express my apprec1at1on to the staff
Governor's Employment and Training Office for their input and ideas

he project. A very special thank you is extended to Denise

Wagner for her typing of the manuscript. )

. . EEG

N




Section One

\ Introduction | /




!

Role of Vocational AgsegSment in JTPA Programs

ﬁ’/ The Job Training Partnership Act (JTPA) calls for the public and

(nrivate sectors to join together and create a process which will better :

meet the educational and trpining needs of designated populations within

our society. The u]tlmate goal of JTPA is: enhanced preparation of

individuals to meet the challenges of emp]oyment . . «
One population specifically targeted.to receive services is dis-

advantaged youth, defined by JTPA as individuals 16 through 21 years of

age. These individuals are to receive services in such program argas
job search assistancey institutional skill training, remedial® ed cation
and basic skills training, advanced career\training, outreach, education-
to-worh-transition activities, work experience and vocational exploration.
There are also provisions for preemployment skills training programs;in '
assessment, testing, counseling, occupational and votationaJ'exp]oration, '
" job-seeking skills training and many other areas. ' |
Service providers in the newly designateq Service Delivery Areas
Qnder JTPA must develop programs which will better prepare youth for
employment opportunities. Specific information on a youth's academic
skills, vocational interests, aptitudes and deficits will have an impact -«

3
on that youth s fecisions about his or her careér, the program developed

2

to serve tﬁe youth\ and his or her’eventual job placement. Such informa-

tion can be generateq;through a vocational assessment process designed to\
_ produce a profile on a youth's aptitudes and interests. The'role of voca-
- tional assessment in the service delivéery system is therefore v@%y impor-

tant. Assessment resuﬂts can assist in the design and 1mp]ementatnon of

a youth s program and can serve as a bas1s for eva]uatlﬁg his or her

progress- ~throughout that program.
, g ¢

Development of the Manual -

L

This manual describes strategies for” coordinating assessment services
» N 1

within a service delivery system. The ideas are based on the experiences

of local committees involved in planning to enhance services for youth

under the Wisconsin Youth Initiative (WYI). Briefly, WYI can be describea
as an overall plan to create an integrated serv1ce de]lvery system for youth’
ages 14 through 21. In1t1a]]y, the cooperative efforts have Concentrated

.
\) ’
)
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- on fmproving services for high hisk in-school youth -- essentially those

‘who have been identified as dropout prone -- and for yauth who have already
dropped out of school.
/ The five pilot sites for th]S cooperatlve venture were Green Bay,
LaCrosse, Milwaukee, Rac1ne and Ash]and/Super1or Representat1ves from
tHe major Service agenc1es and schools in each 1oca11ty participated on
a committee to develop policies and Ut]]]ZE resQurces to provide enhanced
“services to youth. . These commlttees were called Local Management Forum
(LMF's). Their members ave been work1ngfto establish Tinkages in t \\\\

following service delivery areas:

Outreach, intake or {dentification
Assessment - : et
Education and training 1
Work egperience 5

Counseling . - ’
Referral and=tracking of youth - T

~N OO WY e

Placement into permapeRt employmen i r T,

Uses of the Manual T\M

]

)
\ ?

Each LMF has engaged in a number of activities to serve-high risk
in-school and out-of-school youth. This manual, however, will focus on *
the assessment component of the service delivery system and out11ne ways
1n_wh1ch Tocal areas can deve]op an integrated assessment process to meet
the career and vocational planning needs of youth. After the introduction,
Section Two will desor]
* -the Governor's Employment and
ground information on how some O
to the 1ocal,areas. $ect1on Three w1 descr1bé&the stages in planning a
coordinated assessment process. This 1nformat1on can be useful.to indi-

nical assistance activities initiated by

raining Office. This will provide back-
he resou?bes\and materials were presented

v1duals in the‘§éry1ce Delivery+Areas ps programs are developed under JTPA.
The stgps for p]annlng a coord1nated process are out11ned atong with specific
examples of what the Local Management Fprums deve]oped in theit local
settings.' The descriptions of LMF actiyities illustrate how local commu-
nities worked to destgn a coordingted astessment process. Finally,

Sectians Four &nd Five offer additional materials and resources.

re
=¥ ‘.ma:?\ , 2 l O -
\ . .
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Purpose of the Manual .

| As the private and public sectors work to ‘create a service delivery
dystem which meets both the needs of youth and the work force requirements
of the state's business and industry, careful and intense planning will
Be necessary. The resources and matexgals in this manual can help provide
a better understand1ng of the ro]e of assessment in the serv1ce delivery
system and can assist in local p]ann]ng activities. The information
presented here can be adapted to fit the needs of other lacal areas.
More important, however, the examples of LMF efforts to-establish

cooperative re]at1onsh1ps can pr, ) de vital information and valuable

insights to other service prov1ders 1nvo]ved ?n\ijmilar tasks in the
Service De]iwéEZiﬁreas. ;

11
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Leadérship at the State Level

State level personnel can play a key role in providing direction
and incentives to local areas coordinating assessment services. Technical
assistance activities could include issuing interpretations of policies
and guidelines, providing consultants,.réleasing Requests for Proposals

(RfP's) for seed monies and sponsor1ng staff development workshops .

The following section will describe some of the technlca] assistance
act1v1t1es sponsored by the Governor's Employment and Training Office
under the Wisconsin Youth Initiative.- The examples given will help to

illustrate how state level personnel supported Tocal level gfforts.
»

- ¢ e

Guidelines", RS
o , .

One of the majon goals of the Wisconsin.Youth Initiative was to

enhance and improve coordination of the assessment services available

* to high risk in- schoo] and out- -of-school youth. The state level staff

members sought to establlsh guidelines to prov1de a direction and rationale
for planning on ‘the local level. '

Staff ‘members at the state level began exploring the benefits of a
coordinated‘pnocéss. They pe]ieved it to be important to the objec%ives
of the Youth Initiative for the following reasons:

1.. Information can be'sha}ed among agencies and thus

prevént youth from falling through the cracks in
the service delivery system. .

2. Subjective judgments in assigming youth to "services
can be minimized.

3. Youth can be assured access to an adequate assessment
+ . ~ by agencies serving the population.

4. . Duplication of assessment services among agencies can
be minimized.

5. A sound basis can be established for service delivery,
allocation of resources and program evaluation. '
A coordinated assessmfnt process would enable agencies and schools
on the local level to detail the, assessment services available in their
a?bas, design ahprocess whereby such services are maximized and not

: duplicated, and develop a means for sharing assessment information.

Since a variety of methods exist for assessing youth in a Tocal area,
two important elements were emphasized for ptanning such a process.

— : ° 14
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. - .
First, the instruments and techniques used should focus on skills
necessary for employment. These Sk1]]$ cou]d determlne the scope and
sequence of an assessment process. . ) i

Second, such'a process should focus initially on a particn]ar :
i target population: This wonld he]p 1imit the range of assessment methods

! to be used, and wou]d facilitate efforts to determlne the program's

)
|
1
i
’ ) 1
effectiveness 1n serving a specific popu]at1on The initial targeted
"' group for the Youth Initiative was the-high risk in- -school and out-of-
. school youth. After eva]uatlng the system and making any necessary changes, )
' cooperating local agenc1es could expand the target population if they so

desired. ‘

Staff mehbers from the Governor's Empldyment Jhd Training Office
regularly attended LMF meetings to discuss.coordination efforts and to
interpret guidelines and policies. Resource documents expTaining the
Youth Initiative and jts objectives were also distyibuted.

Consultants 3

State level personnel can ut1112e the expertise of consu]tants
during the p]annlng and implementation phases of a coordinated process.
Consultants cah.provide ideas, feedback and\strateg1es Tn the joint
;. planning of a coordinated statewide youth assessment process. ' .
. The Governor's Employment and Tra1n1ng O0ffice contracted with the )
Vocational Studies Center in September, l981 to prov1de "technical * ' ,
assistance in planning a coordinated process. Staff from the Voca- "/‘
tional Studies Center provided input on assessment and interagehcy .
¢ooperation to state personnel and to members of the Local Management ‘
Forums LMQV> . ’
To facititate the cogrdination of assessment serv1ces on the local
level, state staff members began researchlng the skill areas necessary
’for employment and discussed hny this information could be dlssem1nated
. to .the LMF members. They also considered methods of he1p1ng logatl
" members determine the necessary instruments apd technlques
The Vocational Studies Center provided techn1ca1 assistance during
this planning phase by providing the state staff w1th ideas, - resources,
materials and results from related research. As a result of a n

meetings on a coordinated asséssment process that incorporated '1oyabiJity




skills, a survey wae deve]oped to distribute to members of the LMF's.

This survey summarized research fnpd1ngs concerning employability skills

and offered a means to determine whether 1oca1 service providers be11eved

a given competency or skill was important, and how they would assess a

youth's performance level on that competency. Attachments One and Two

at the end of this section is the survey which was presented £o the LMF
"members as a suggested planning approach.

The survey is broken down into two sections. The first section
describes affective competencies needed for employment. These include
attitudes (e.g. arrives to work on t1me cooperates w1th supervisors and
coworkers) performance competencies (e g. follows 1nstruct10ns onrks
independently, can organize work tasks); and tolerance competencies )
(e.g. performs well under stress, willing to do same job repeatedly).

The second section of the survey lists cognitive skills which could be
important in various employment set£ings. These specify such particular
areas as numerical, verbal, perceptual, language and psychomotor skills.

The concept of developing a coordinated assessment process around
employability skills provided the LMF's with a framework to begin their
efforts in this area. The specific details of the process would be deter-
mined locally according to the unique characteristics and needs of each
community. Therefore, a coordinated assessment system would be un1form,A
in all pilot sites, within a broad framework. However, each 1oa.system
would be designed to meet the needs of its particular service proylders

“and youth. .
. The Vocational Studies Center also began meeting with members of the
LMF's to discuss the coordﬂnated.assessment process. One of the first
functions of the project staff was to describe the technical -assistance
capabilities of the Vocational Studies Center in helping the LMF's develop
and wmplement an integrated process. A list of these capabilities can be’
seeén in Attachment Three. Information was provided to the LMF's through
site visits and meetings, telephone conferences, correspondence and
materjals development. '

Three local areas requested specific technical assistance: Green Bay,
Ashland/Superior and Racine. Examples of the activities they berformed
will be incorporated into Section Three.

. lij
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Staff Development Workshops

Bringing Tocal committees together te share ideas and resolve issues
can often help to initiate cooperative efforts. Staff development work-
shops can serve as a format to explain policies, interact with local
members,. and offer new ideas and approaches to coordination efforts.

In May, 1982 the Governor's Employment and Training Office staff
sponsored a statewide conference which brought together members from the
five targeted sites who served on Lecal Management Forums, and enabled
them to receive further pertinent information on deve]obment of a coordi-
nated assessment process and on other topics relevant to the Youth Initia-
tive. The state personnel who sponsored the conference be11eved it 1mpor-~
tant forgall LMF's to share 1nformat1on concerns and 1deas

As part of its technical assistance activities, the Vocational
Studies Center project staff made a presentation on assessment during
the conference. In hesponse to feedback received from Tocal member§
during on-site visits by the project staff, a process model was developed
to assist members in visualizing how a coordinated assessment fits into
the total de11very system. During the conference, this model was discussed,
w1th emphas1s on the decisjons LMF members would need to make in order. to~
deve]op such a system. Attachment Four shows the model. The initial box

_in the mode] indicates the areas on which LMF members would need to agree.
" These areas are:

1. Ideéntification of youth to be served.
2. Determination of competencies requ1red for entry

level emp]oyment ] c, .y

3. Determ1nat10n of assessment instruments and
techniques. . . p
Determination of appropr1ate performance benchmarks. g « -
Agreement on how the process will be 1mp1emented. S
Agreement to share information. ‘ ’ )

A packet of materials was developed and distributed by’%help?OJect staff
to offer ideas on how LMF members could reachi decisions oﬁ/each of " the
key areas listed. It was emphasized throyghout the d1scuss1on that
assessment does play a critical role in the service de11very system, o
but that cooperation among members would be neédéd throughout the
process. Linkages among service providers are 1mportant from the 1n1t1a1
assessment of a youth through p]acement in unsub§1Q1zed employment.

. . o . N
. v . 16 .
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The surveys previously described were once again discussed as a
means of co]]ect{ng information to a) determine the competencies néeded
for employment; b) the instruments and techniques to be used for assess-
ment information; and c) the appropriaté indicators of performance level.
Materials were then provided to help members determine what they believed
the core competencies should be. Attachment Five illustrates the activity
LMF's could use to prioritize their list of competencies. This activity
can be useful for involving committee members in identifying and prior-
itizing the competencies believed essential for employment in their local
areas. Attachments Six and Seven were provided as suggested formats -
for obtaining information from employers and instructors in training
programs concernihg necessary skills.and performance levels.

To help LMF members generate ideas on how the process could be
1unplemented and the information shared, a sample multi-agency youth referral
form was présented. It prov%des space “for listing a youth's specific

_ strengths and needs by skill area, for designating the agency to‘monitor

thé youth's! plan to insure recommendations are followed, and fok indicating
who'is respbnsible for monitoring the plan in subgsequent years as the
youth moves |through the service delivery system. This referral form is
presented in Attachment Eight. . ' ‘
A discussion was held on the Levels of Assessment concept to help
LMF members begin reviewing way; to organize a coordinated assessmenf
proces%, This concept has been used in a number of -areas across the
country as a tool for identifying and categorizing the various components
of an asgessment prqcéss. The idea is to identify the parts of an assess--
ment process, frqm the diagnostic level to -the comprehensive assessment
level. Suggested assessment instruments and techniques involved at each
stage are listed in Figure One. Each assessment ieve], however, involves

‘the following factors for consideration along with the instruments and

techn1ques used: o ' ‘

1. Degree- of expert1se and_training required of the
professional conductirg the assessment

2. Cost.-and sophistication of the eQu1pment and
materials used.

ki

3. Length of time needed to assess a youth.

4. Amount of 1nformat10n eaéh level. of. -assessment w111
y1e]d g A

’




Figure One

Levels of Assessment

Level I Medical examinations

Youth and parent interviews
Career/vocational counseling
School/agency records review

’ Level II Basic 'skills tests
Vocational aptitude test
. Vocational interest test
Level III Levels I and II plus any or

. , all of the following:

Vocational Counseling (in-depth)
Dexterity and coordination tests
Career and vocational exploration
Work samples

Classroom/job try-out

> Behavior observations in assessment
process and classroom job try-out
’

Adaptéd from: Peterson, M., and Hill, P. Vocational
’ Assessment of Students with Special Neels:
* An Implementation Manual. Commerce, Texas:
Occupational Curriculum Lab, East Texas
State University, 1982.

~

It was explained to LMF members that descriptions of the kind of assess-
ments performed by agencies in their areas could be developed. These
deécriptions could be prganized in a format similar to that of the Levels
of Asgessment. Each LMF member could have access to this information by
means of a computer, a booklet or a written summary. Organizing an
assessment process in this manner pérmfts each service provider to have

a clear idea of the kind of assessment offeréd by each agency. -Often

the goal of an‘assessment is similar among agencies, but the means can
w1de1y vary. ff the LMF members have a good understanding of the assess-
ment capabilities in their communltles, the following can be achieved.

1. Areas in which additional diagnostic or comprehensive
“assessment is needed can be identified, and joint
planning can be used to develop such services.

2. When youth have been assessed by one agency and
referred to anothery, the receiving.agency can have’
-+an understanding of the kind of assessment performed,
therefore passibly avoiding a repetition of similar

procedures. 18
o 10 -

I 4
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3. Agencies can be identified that will “specialize"
in a particular kind of assessment, and a referral :
network among ‘agencies can be designed to minimize
the duplication of services among agencies.

4. Service providers can develop uniform interview forms
to use with youth for a Level I and Level II assess-
ment. This could facilitate communication among
service providers when a youth is referred for a
comprehensive assessment or for vocational training.
LMF members who attended the conference responded that the sessions
allowed for .the sharing of ideas and concerns on coordination efforts.

The local committee members felt it was especially worthwhile to meet
other LMF members and learn what they were planning in their areas.

Requests for Proposals .

Requests for Proposals (RFP's) issued by the state are but one method
for local areas to receive monies to carry &Lt projects. This money can
help to encourage local service providers to try innovative programs and
incorporate them into the service delivery system. The Governor's
Employment and Training Office iysued RFP's to the local target sites
of the Youth~Initiative to fund activities of the LMF's. Two of the sites
wrote proposals to fund a staff position for their committees. The indi-

'v;dha]s hired by these funds organized meetings and coordinated committee
activities. . l !

) Addifiona1]y, monies could be used to support local research activities
(for example purchase of compu?ér time or materials) and to sponsor 16ca1

staff development workshops.

a
4

Future State Level Support

e

A vé}jety of methods are available to the'state for assisting
local Yevel initiatives. The ideas suggested in this seéction can serve
as a,basis~F0{“providing technical assistance in other areas. As the
guidelines and uses.for monies under the Job Training Partnerﬁhip Act
become more established, new opportunities will be available to provide
support to public and private sectors' initiatives. |

11
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’Entry level employment:

Atsachment One

IDENTIFYING CORE COMPETENCIES FOR ASSESSING YOUTH - PART" ONE

Definition of Terms Used in Packet

s

An attitude, behavior, skill or understanding
demonstrated by a youth at a specified
performance level.

Competencty:

Position which is available paying
minimum wage and requiring little
if any previous training in the area.

A test, an observation, an interview

or any method used to obtain information

] about a youth during the assessment
process.

Instrument or technique:

. Performance level/benchmark: A designated reference point -or

achievement level a youth should -
reach in order to be minimally
employed. -

. _Youth: An individual who is in-school age 14 through graduation

or out-of-school ages 16-21.

-

2U
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IDENTIFYING CORE COMPETENCILES FOR ASSESSING YOUTH

Affective Competencies ' .

v

Job Regdiness Competencies: Work Performance Competencies: .

1. Aware of resources available to 17. Follows instructions, procedutes.
. hel job ings.
N elp locate job opening 18. Abides by safety rules and N
2. Able to read newspaper want ads. procedures.
3. Able to use gelephone to ‘ 19. Remembers procedures, locations
arrange for interview or without constant reminding.

inquire about opening. 20. Works independently. ’

S 4, Able to use public‘trans-
portation. ‘ 21. Performs work with %ecuracy.
5. Able to complete an appli- 22, ‘Assumes responsibility

. cation form. "23. Completes assignments on

6. Able to interview for a job:> schedule,-

24, Shows good judgment and problem

{Work Attitude Competencies: ) ‘solving skills.

7. Reliable in attendancehgﬁd . 25. Able to organize work task(s).
punctuality. X 26. Able to stay on task without

8. Cooperates with teachers/ *  becoming easily distracted.
supervisors and peers/coworkers. : ’ ) . .

9. Uses appropriate language and - Work Tolerance Competenctes:

interpersonal communication . 27. Performs well under stress.
Skill§° - 28. Able to concentrate for.normal
10. Maintains clean and neat work periods.
appearance (appropriate to .

setting). 29. Willing to do_ same JOb repeat—
. : edly.
11. Accepts torrections and

. criticisms. 30. Performs consistently in

normal work periods.

12. Pisplays honesty. 31. Shows normal physicel strength

and stamina.

-

13. Displays motivation and
" interest in work. )

14. "Able to adapt to‘changes in
work environment and work
routine.,

15. Will seek assistance when needed.

16. Shows respect for tools and
equipment.

14

.
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Job Readiness Competencies

>

-

Please respomd to the following \l1ist of competencies.
you see as important to assess in a youth.
assess each competency you've marked with a YES answer.

posttion.

>

-

“e

IDENTIFYING CORE COMPETENGIES FOR ASSESSING YOUTH . .

.

A YES response indicates that it is a competencﬁ
Then indicate what instrument or technique you would use to.
In adddtion,

try to specify what performance
level or benchrark douvbeuzeve a youth would need to obtain in order to secure an entry level employment

If you check, NO by a competency, please stat® your reason why you belteve it is not an important
competencJ to assess.

3

w

. r

Yes

NO

d -

a

AFFECTIVE COMPETENCIES
Instrument orbTechnique
to Measure Competency

«

Performance Level/
Benchmark (Entry Level)

Reasons for
NO response

Aware of resources
available to help
locate job openings.

|
3

Able to read news-
paper want ads.

Able to use telephone
to arrange "for inter-
view or inquire about
openings.

— _J - .‘:...;._._-JL__—.‘_L

Able to use public
transportation.

£b1é& to complete an

‘application form.

Able to interview for

a job.
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>

Work Attitude Competencies

AFFECTIVE COMPETENCIES: (contd.)

Tnstrument or Technique

Performance Level/

Reasons for

Yes | NO | to Measure Competency Benchmark (Entry Level), NO response
7. Reliable in attendance
and punctuality. -
) ] 4
8. operates with teachers/ ’
supesvisors and peers/
. cowgrkers.
9. Uses appropriate languaae i &«~\\
and interpersonal communi- :
cation skills. .
16, Maintgiﬁs clean anh neat
appearance (appropriate N R
to setting). .
11, Accepts corrections and
criticisms. .
12. Displays honesty.
13. Displays motivation and
i interest in, work. .
.14. Able to adapt to changes ] : > ‘ .
in work environment and .
work routine.
'15. Will seek assistance 23 ) .
when needed.
b
16. Shows respect for tools - By
and equipment. . )
;\ \

AN
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Wopk Performance Competencies

‘AFFECTIVE COMPETENCIES (cohtd.)'

Instrument or -Technique

Performance Level/

Reagbns for

3 Yes ; NO ,” to Measure Competency Benchmark (Entry Level) No/response
. " ¢ 3
17. 'Follows instruction, “
procedures. s
~ ’ i
18. Abides by safety rules .
and procedures: . A
19. Remembers procedures, . N
. locations without
constant reminding. oo
20. Works independently. .
21. Performs work with ' 3
accuracy. Ll .
22. Assumes responsibility. R
23. Completes assignments
on schedule. ‘
b L2 ’ b
24, Shows good judgment and | ° L
problem solvipg skills. -
25. Able to organize work ’ .
+  task(s) \
’ 4 . -
\ \ 3
26. Able to stay on task , /
without becoming easily ) .
distracted.- : !

J

zzvy
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Work Tolerance Com

petencies

-

\

Yes

\

ﬁ -
AFFECTIVE COMPETENCIES (contd.)

Instrument or Technique -

Performance Level/

«Reasons for

‘strength and stamina.

NO , to Measure Competency Benchmark (Entry Level) NO response

27. Performs well under

stress. -

o

28. Able to concentrate '

for normal work’

* periods. .

29. Willing to do same ¢

job repeatedly. d
\ *
3 . L] v
30. Performs consistently .

in normal work periods. " .

e 4 [ ; \ o

.31, Shows normal physié&l ‘

Please specify position: R

Administratof R

Vocafional Evaluator

Other ;

[




Attachment Two

!

IDENTIFYING CORE COMPETENCIES FOR ASSESSING YOUTH - PART. TWO

Skiill Competencies
Quantitative/Numerical Skills:

General number use

1. Count

2. Réad numbers and record
3. Add/subtract

4. MuItiply/dividé

5.

6;

Verbal Skills:

7. Reading level

8. Reading rate
. 9. Spell commonly used words
10. Record information -
11. Verbal communication
12. Written communication

13. Comprehends and can follow
_ verbal and/or wricten
instructions

-

Perceptual Skills:
14. Auditory discrimination
15.- Forﬁ perception -
16. Space perception
17. Color perception

l§. Touch discrimination

Familiar with monetary values .

4

Language Skills:
19. Listening '
20. Grammatical expression

21. Nqnverbal expression

PSychomotor/PhJ stical Skzllu‘
22. Physical strength

‘23. Hand-~eye coordi\etion -
24. Hand-eye-foot coordination
25. ‘Manual dexterity
26. Mobility

27. Equilibrium/balancé

.




" 02

Verbal Skills

Quantitive/Numericdal Skills

-

Please respond’to the following list.of comp
you see as.important to assess in a youth. .
assess each competency you've marked- with a YES .answer.
. level or-benchmark you believe a youth would need to obtain
. position. ’ . ‘

If you check NO by a comp
to asgsess. h

PR

Yes

NGO

©

-

. SKILL COMPETENCIES:

Instrum;nt or Teéhnique

.. to Measure Competercy

in order to secure

IDENTIFYING CORE COMPETENCIES FOR ASSESSING YOUTH

L

e

L -
N "c
<

Performance Level/

etenciess A YES response indicates that it is a competency
Then indicate-what instrument or technique you would use to
In addition, try to specify what performance

' an entry level employment’
.

etency, please state your"reason;bhy you believe it is not an tmportant competency

Reasons for
NO response

1. Count’

- hi :
‘.
v 7 .

Benchmark (EnFry Level)

-

2. Réad'numbers and
record.

3. Add/subtract

4. Multiply/divide

*

5. General number use:.

6. Familiar with
monetary values

7. Reading level

8. Reading rate




Yes

NO

SKILL COMPETENCIES (contd.)

Instrument or Technique
to Measure Competency

Performance Level/

Benchmark (Entry Level)

Reasons .for
NO Resppnse

Spell comﬁonly used
words ) ‘

Record information

<

Verpal communication

'S

Written communication

Comprehends and can

follow verbal and/or

written instructions

Auditory discrimina-
tion

Form perception

Space perception

iy

9,
: 10.
? o
™~
™~
. =
% |1l
™~ .
-3
QO
8k
Q
~ |12,
13,
()%
—
14,
< | 15.
™~
d
-
V5]
‘§ 16.
Q
o
+
&
o |17.
&
Q
[2 ¥

Color .perception

18.

Touch d13criminatioﬁ




¢

Language Skills

Psychomotor/Phystical Skills

SKILL COMPETENCIES (cpntd.)\

\
Instrument or Technique

PerformanceyLevel/

Reasons for

o Yes {NO | to Measure Competency Benchmark (Entry Level) NO Response
19. Listening
’ ‘ R

20. Grammatical , )

expression
21. Nonverbal expression
22. Physical strength
23. Hand-eye coordination
24. Hand-eye-foot

coordination
25. Manual dexterity , ’
26. Mobility
27. Equilibrium/balance

S .

* Administrator

Vocational Evaluator

Other

Please specify position:




Vocational Studies Center

University of Wisconsin-Madison

Attachment Three .

TECHNICAL ASSISTANCE ACTIVITIES FOR DEVELOPING
AND IMPLEMENTING AN ASSESSMENT PROCESS

<

Process

Bogsible Technical
Assistance Actiwvities

I. Identify current assess

B

ment activities provided.

in local area

Project staff could:

- provide examples and ideas
to develop methods for
analyzing current assess-
ment activities, gaps and

) duplications in local area

B

Identify core competenci
instruments and techniqu
for assessing them

II.

L

b

Project staff could:

- provide examples of compe-
tencies, to be considered
provide examples and
ideas on how to state
competencies
assist in determining
benchmarks for performance
provide information and
ideas on instruments and
techniques for assessing
competencies

K

« '

Adapt Appropriate Asse
Model to Local Needs

III.

ssment

/

[

Project staff could:

- research published models
and provide examples

- provide information and
ideas on how to establish
interagency effort

- assist in analyzing how
process can be established .
to complement services

Iv.

Ddvelop Follow.up and
aluation Process

T

23

Project staff could:
- provide ideas for following
students through process
- assist in identifying pro-
cess or product measures
to be used in evaluation
- provide examples and ideas

for developing an IEP or
EDP .

37




Possible Technical
Brocess Assistance Activities

V. IQplement Assessment Process Project staff could:

~ assist in planning publicity
and outreach activities to
inform community/consumers
of process ‘

~ assist in planning inservice
education for professionals
on assessment process and
cooperative efforts

- provide inforggtion and
ideas to help facilitate
the implementation of the
as'sessment process

g
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Inftial Agreement by LMF 1

ldeattfication of Youth \“-\
Determination of Competencles Required for Entry P
Level Employment

Determination of Assessment Instruments and Techniques
Detetminat lon Appropriate Benchmarks |

Agrecment on fiow Process will be lmplemented

.

T4

Q

. ERI

Aruitoxt provided by Eic:

Agreement to Share Information

. N N )
. SOUtch‘EJ ‘ ‘ -
| .
r ] i S :
nta Identif f¢ation, Referral

| - | and Screening
[Intcrvlcw‘ brlentationl

v [ 10 A

SSESSHLNG PROCESS MODFL

. n - .
’ . . ~ . .
. )

Analyze Assessment Data and Gompare Results to Expressed

Educat{on/Tratning/Employment Goals .
\

o e e -

/ﬂob Requirements
requined knowledge

)
. Academlc Requirements
i’ neading Level

! Assess Youth , ) ~
. Standard Tests - . Behavloral Observations |
. Vocational Interest Tests . lnterviews _____’ Refer for Additional
. Work Samples . Review School Records Extensive Assessment

' | i
Assessment Data '
!

.| « Vocational - . Emot{onal ' .
aptetudes §rustratzon tolerance /
antereqds canxcety Level T o, i

> job expercences comnunication Shalls | s :
job skells peer relateons y |
. Academic awthoncty relatons - \
neadang Level . Independent Living V.ot -
math Level hygeene ) \ \ - 8
Learnung modes ,groumdig e
tearning deficiences  safety M
rsoewl Lpteraction
(maney management

i
G P — QRSP S S GMAT MR A S gD S S G gawmy A G MESS St

N
5

Vocational Studicvs Center

1

.

Unfvcrsity of Wisconsin-Madison

requined shills math Level
phys<cal demamds shills required .
workeng conditions X
intenpersonal shills ¢

4 ki

L} -
Disclss Assessment Resuylts with Youth,
Parents and Appropriate Staff l

)
* l g

+

Develop Plan

. Summury of:
strengths and needs of youth
“objectives to meet expressed educational/train-

ing/employment goaks .

. Description of:
‘ agency/school responsibilities §on mplemenurg

and monitoning plan
, youth nesponsibiities fon reaching educauonaz/

aining/ employment goals
timeline forn meeting objecteves and goau

Refer Youth to Appropriate Education/
Traindng Program or Employment

| S

Determining Approp;iaﬁe Followup Measyres to be Used .

L3

JNo4 JuswypeIFy

. One agency responsible to follow atudgnt]cfient
through- cducntion/trninin& progrnms and/or

employment OR
. Agencies shar® responsibility ta follow student

through educatfon/training programs andjor
employment by interagency cooperation
e

~

. | .
. ..

A

. ~t _

'y




l . | ‘ Attachment Five . e
| . Vocational Studies Center
. R . ~ University of Wisconsin-Madison

METHOD FOR DETERMINING CORE COMPETENCIES SﬁgTEMATICALLY

v .

h ‘ The goal of this exercise is to assist LMF . members to systematically
determine the core competencies essential for entry level employment in
their local area. This activity allows for equal input by all members
and will provide a means for determining as"a group those competencies
believed as critical for youth to possess. ' . é

»

Directions for Completing Chart

l. LMF members generate a list of core’competencies. It is advisable
*that no more than fifteen be considered at one time. This will
insure accuracy in comparison and will not be as’ time consuming
" when comparing each competency.

2. FEach member receives a chart and lists the core competencies
geherated by the group. Make sure that the master list is
visable to all members so the competencies listed by each

- member are in the same order.

3. The following steps are then taken to fill out the chart:

- Cofpare each competency one to the other. For -
X example, each member would be comparing Competency
##1 to the remaining competencies listed, Competency
#2 is compared to the remaining competencies listed,
etc.

: - Wﬂzn comparing competencies, a member should ask
himself or herself, "Do I believe Competency #1
2 is more important than Competency #2?" If it is
. " believed that Competency #1 is more important~than
Competency #2 an X is.placed in Column #1. Then
compare-Competency #1 with #3, #4, #5, etc. After
finishing the comparisons of Competency #1 to each
competency listed, move on .to Competency #2 and
. compare it to each competency listed.- Mqr example,
"Is Competency #2 more important than Competency #3
. or Competency #4?", etc. An X is placed in 'a box
' only if the competency is-seen ras important when
compared one to the other.

N

’

. \ . .
4. Once the chart is completed, the LMF members should individually
’ tally their scores, adding the number of X's going down each
column, N

.5. Once the ¢olumns have been added, each member calls out his or her
scores and the columns of each member is added together. The highest
scores indicate which competencies, as a group, were seen as critical.

T : n 4 >
ERIC ~
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. Method for Determining Core Competencieé Systematically‘

Work-Attitude " Identifica- —
Competencies . tion Number 1 . 2 3 .4 5 6 7 8 . 9 10

Reliable in attendance
and punctyality. o

|

N . - ' -
Priority Allocation Score

\

Cooperates with teacherys/
supervisors and peers/
coworkers. ' 2

Uses appropriate language
‘and interpersonal communi-
cation skills. , 3

Maittains clean and neat
appearance {appropriate
to setting). . ‘ A

Accepts corrections and
criticisms. 5

. Displays .honesty. 6

Displays motivation and
interest in work. ‘ 7

Able to‘adapt fo changes
in work environment and
work routine. 8

Will seek:assistancé
when needed. ’ 9

Shows respect for tools
and equipment. . | . 10

. Cumulative Scores .




" Method for Determining Core Competencies Systematically

* A Y
Priority Allocation Score

Work Performance Identifica- ]
Competencies tion Number ({1 2 3 ., 4 , 5 6 7 8 9 10
Followé instruction,
procedures. 1
Abides by safety rules
and procedures, 2
Remembers procedures,
locations*without
constant reminding. 3 -
Works independently. 4
Performs work with
accuracy. 5
Assumes responsibility. . 6
Completes assignments \ ;
on schedule. 7 N
Shows good judgment and f
problem solving skills. 8
Able to organize work )
task(s) 9
g
Able to stay on task ‘
without becoming easily 5
distracted. 10 .
‘7
Cumulative Scores
43
’
29
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; TRAINING ANALYSIS I-*ORM

o

L3
-
.
¢
©

v . ,*' Co, U ; ‘:"; 'Q . vti’
- I ‘ ' coe
Vocational Program: _ ’ : N e b°~ Y
- . . 3 — = oY
Instructor: ° K < N School: - . 4 e N .
Dates - : M : ¢ .2 :a L ‘ {‘ U ot
‘ Occupational training goal(s) of program* R C g A
M ¢ ) i .;‘. 2 -.”‘.
o ¢ 2 . ¢ °
y : PR . i ¢ o ¢ : .
I. ENTRANCE CRITERIA .. :, & oo e e
. A, Physical-skills: Check the minimal (physical skills) that are e e
) required for entrance 1nto your pregram.’ R : ) -~ A
.+ < iskili. ‘5 - - Description of AbiIities S N
: . owalking: & . . ;;. W T e "
. - o Saanding§A Lo o .. E » : E .
. . o lifting: - x o k04 o oeh s ST
L . . M . . LB - . I ] [ ° . v v ,
.. B . . . Ca‘rrying: e . .‘ . e ) .;. : . . . . r ‘-.- ’.: . .- ‘-. i
bending: et ] . : "‘ [ "‘. s : .‘ (? ., . 0:' .” :"
3 fire-motox: - s jf oo e S
" . speech: T < e L
- other: ~ . e ) o R N oS e .
ether: Wl e g

B.. Educational skills: Describe the minimal academic skills that
< - . are required for entrance: into your program and the modifica-
tions which could be made in tedching to accommodate for .
, students with lower" §ki11 Llegvels. ’

. .
- - N . . ’ * N -

.- ‘ o . ; ) Modifications

, math: E )
. " reading: - . P \ " . :‘2. |
b " T = Y N -

language: - . \ " - .
* C. Vocational skills? Describe the basig knowledge'and use’ of ’
.tools,that dre required for entrance into.your program "
: Describe the safety rules that migt be followed for entrance ‘
) into your program 3 ] ) "

ERIC =~ . - - 4 - %

L v - . - .
T . : .. « 3 . no “
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'Dgscribe the most critical work behaviors that must be followed
for entrance into your program. ‘ » " .

0

.
’ e

Other concerns?

\ II. TEACHING TECHNIQUES. Check the teaching techniques which you use
in your program and list how they could be modified for the needs
of. a handicapped student.

Techfiique Modification

lecture: . '

__ audiovisual:

small gp. project:

di;cussion:

demonstration:

study text:

grade level:

ind. projects:

other:

Most all students in your program proceed at the same pace?

‘Yes No Suggested mo&ifications?

III. What support services 6r materials do you receive in your program
to help students'with lower skill levels?

Other comments?

Person doing analysis:

T

Gk DR R R BB Em m e

I B e




*  ENTRY-LEVEL CRITERIA/PROGRAM MATRIX

Entry-Level Pregram
i !
,Characterlstics 1 1203]als]6|7]8]ol10]|12
.(EXAMPLE) N e
READING LEVEL: 8th grade |X| X X
5th grade X|x1|x
N S
3rd grade MixIM
None <M
L)
‘ 3
;
3‘

i

Skill is absolutely required prior to entrance into vocational program.

]

Skill level is acceptable with curriculum modifications or with
supportive services.

Adapted from: Peterson, M., and Hill, P. Vocational Assessment of Students
with Special Needs: An Implementation .Manual. Commerce,
Texas: Occupational Curriculum Lab, East Texas State
University, 1982. .

i . 4
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Attachment

.

Vocational Studies Center
University of Wisconsin-Madison

»

Seven

JOB ANALYSIS FORM*

1

JOB AREA: JOB TITLE:
Business: Address: )
Phone: Number employed:
Person interviewed: Position:
Interviewer: ‘ “ Date: :
l.mmhfmadmﬁ ’
Age: Min. = Max. __
Licehse: Bond: Yes ___ No __ Cost:
Union: Open ___ Union ___ Required? Yes __ No __ Fee/dues:
Local name: Address: ' J
Experience required:
Tests given: i
Application: Forms needed. Yes No -
Asgistance in filling out forms. Yes No
Personal interview? Yes ___ No ___ Comment:
Health requirements:A
Medical examination: Yes No __ Comment: ’
Physical requirements:
Heariﬁg:‘ éxceptional , Average Not important
Vision: fxceptional Average Not important
Speech: Exceptional Average = Not imporfant
Carry/lift: Stand/walk:
Crotich/bend: “Reach/climb: ‘
Academic skill requirements: Grade Comment:
Language: Grade __  Comment:
Reading: Grade Comment :
ngting: Grade Comment:
Math: Grade Comment: - '

Personality requirements:

Emotional stability: .

Manners:

Appearance:

Other:

35
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Manual dexterity:

Fine-motor dexterity:
Speed: ,//y

——

Precision:

Tools and machines used:

Working conditions:

Wages: Pay period: __ Amount: __ _  Overtime:
Raise potential:
Hours: Amount: ___ Work schedule:
Job stability: Temporary: - Permanent: __ Seasonal:

Benefits: Vacation:

Illness: Medical insurance:

Pension: Workmen's comp:

Other:

Hazards:
Physical:
Health:
Emofional/moral:

Surroundings: General description

Inside/out: Noise level:

Temperature: Wet/dry:

Superyision: Degree (much/little)

Position of supervisor: Type of supervision:.
Warm/democratic __  Impersonal Autocratic

Employee interaction: Works alone __ With a group
Describe:

x

Promotion possibilities:

Initial training: By whom? How?
Job Tasks:

Task Machine/Tool Ability

*Adapted from form developed for use in Arlington (VA) County Schools

" From: Peterson, M., and Hill, P. Vocational Assessment of Students

with Special Needs: An fmpleméntation Manual. Commerce, Texas:
Occupational Curriculum Lab, East Texas State University, 1982.

36 48
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Attachment Eight . VsC
. UW-Madison
EMPLOYABILITY PLAN

Sample Interagency Client Referral ’
and Case Management Form

INDIVIDUALS INVOLVED IN THE PLAN

Student's Name Date of Plan NAME - TITLE
Date of Birth School/Agenc§ where *

Plan is bejng formu-

lated.

- Student Placement

Is this plan the .
first or an update
of an existing

plan?
First Plan
Update
Agencies and People Responsible for Implementing and Monitoring the Plan
Agencies People
v,

Name of the Individual with the Responsibility for Monitoring the Plan

A

Name ~ Title Agency

-Parent/Guardian Signature Date Student Signature Date

1

I. Indiyidual Skills Summary

A. Assessment of Overall Skill Functioning

1. Skill Assessment Summary (Attach a checklist which indicétqs specific skill
the student does and does not perform) .
2. Summary of Major Skill Strengths and Skills in Needs of Improvement ‘

a. Skills Acquired (Strengtﬁs).

\




/

b. Skill in Need of Training (Deficits)
t

c. Skills in Need of Further Agsessment

B. Medical, Physical and Sensory Handicapping Conditions

<

II. Summary of, Interests - Career Related Experiences

A. Summary of Student Strengths and Deficits in Careek Related Experiences

<
l

B. Summary of Student Strengths and Deficits in Vocationa) Interests

x
-7

A '

LS

C. Statement of Potential Vocational/Occupatio<:: Awareness and Exploration Areas

-
»

H

III.. First Year Priority Areas Goals, Objectives and Justification

A. Priority Areas “(Rank areas as 1 high Priority, 2 Moderate Priority or 3 Low
Priority. Areas may be assigned equal priority) Rank

Direct Work Skildls (Training on skills needed for a targeted Job
Occupation)

Indirect Work Skills (Training on skills generally needed to obtain
and maintain employment but not targeted to a
specific job occupation)

Exploration/Awareness

. —————

38 55()
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_B. Priority Goals and Objectives for the First Year
1. Direct Work Skill Goal Statements and Objectives

~

2. Indirect Work Skill Goal Stateitents and Objectives

a. Goal
Objectives
b. Goal
Objectives \
¢c. Goal
Objectives ;
d. Goal
Objectives
e. Goal
Objectives

a. Goal
Objectives

b. Goal
Objectives

c. Goal

» Objectives’

‘ &. Goal *

Objectives

e. Goal . '
Objectives

3. Exploration/Awareness Statements and Objectives.

a. Goal

Objectives

5L

39




b. Goal'®

Obj eefFives R

. - .
4 - ff, ';‘ ~ g '
! ’ . PR » . . I
c. Goal A .
. ot Tk :
. . * Objectives R .
., G ¢ \ . e .
.-, ‘ o £ R . ’ \’
T + d. Goal": - j ' X
. . “Objectiveh : v )
N - o L N
¢ oo . < o ’3 ‘ — ' ,.>‘:‘v . . . ) )
. e. ‘Goal . ¥ ) ] .
Obj ec’tﬁrs’;es R - . . )
: . T D : '
C. Justification.o¥ Priority Areds, and=Goals for the First Yéar
. O % .
: . T 2 A -
. N T - . - \ -
IV. Priority Goals and Justification for Subsequent Years o . ' .
) A. Direct Work . .
H

Goals < )

+ F]
. . .
. - .
- ——e
£) A
* S » - '
~ A -
. . —

B. Indirect Work . C . T

Goals : _ .

c. Exploration/Awareness o ‘ 4

Goals . . .

& A v
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D. Justificatish for Priority Gpals for Subsequent Years.
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V. Multi-Year Options
e
A. First Year Options . ' ,
1. ’ - . .
2. 6. ‘
3. ' ' 7.
4, 8 .

B. Subsequent Year Options (year)

VI. Services Needed to Meet Goals

A. Services ~ First Year

[}
Agencies Responsible
Agencies Contact Person Services for Funding Services
) :
4 &
b

B.: Services - Subsequent Years

Year .-

Agencies Contact Person Services

e




. N
VII. Statement of Cage Management Responsibility for Multi-Year Plan’

~
A. First Year -

Name Position Agency

— ————— - o

C

B. Subgequent Years

Year *+ | . Agencies Contact Person Services

From: Hasazi, S. A Training Based and Interagency* Approach to Providing
Comprehensive Vocational Special Education Services to Secondary
Aged Youth. University of Vermont: College of Education -and

Social}rv\fmis, 1980-1981. ‘
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Section Three

=
Hanning Considerations




Introduction
{ .
This section highlights some of the key areas to consider when

developing a coordinated assessment process. It focuses on ideas and
resources for enhancing assessment services through cooperation. Because
the committee apbroach to a joint'planning venture is employed here, the
term "committee" is used throughout.

The method of organizing a committee and determining its membérship.
will vary among local areas. It is important, in light of the Job g
Training Partnership Act, that private and public sectors participate in
planning to insure that the assessment process that is designed yields
the necessary information for the appropriate placement of youth in edu-

cational and training programs. . '

Role of Assessment in the Service Delivery System

Vocational assessment has been defined as a gomprehensive process
to identify individual characteristics, educ&tion, training and placement
needs. This information can be the bas®#s for planning an individual's
program, and provides the individual with insight into his or her voca-
tional potential (Dahl, 1978). An assessment can vary in comprehensiveness
from a basic overview, which could include an interview and an interest
inventory, to an extensive evaluation consisting of worksamples, job try-
.outs and other in-depth techniques. It is important that the assessment
provide results to assist in the planning and implementation of an indi-
vidual's career, vocational training and subsequent employment (Abbas and
Sitlington, 1976). Each youth within a service delivery system should
have access to a range of assessment services, especially a comprehensive
evaluation when needed. ]

Vocational assessment can serve two major functions in the service
delivery system. First, it can provide information for administrative
decision-making concerning the selection or rejection of youth for
services, and their appropriate assignment to existing programs. Second,
vocational assessment can provide information needed to inéividua]ize
the design, implementation and evaluation of programs (Gugerty, 1980).
Continuity of services can best be achieved when information used for
assigning youth to a program is incorporated into the actual services

provided.
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In the pubiication The Private Sector Youth Connection, Volume I:
School to Work7 one section summarizes the progvam elements critical
to a successful schoo] to work. program. Two of the areas mentioned are: I

1. identifying spgcific aptitudes and skills to match
youth to jobs/training, and . I
l

2. structuring the curriculum for training programs
: to reflect the necessary skills for employment.

(Schilit and Lacey, 1982; pp. 86- 88)

Vocational assessment can be a mechanism for obtaining information needed
for these two program elements. )

More specifically, vocational assessment can brovide information for
the following *purposes:

1. An assessment provides an opportunity for a‘youth
to explore various career options to he]p in his
or her decision-making.

2. The results offer serv1ce prov1ders and a youth R
information on his or her ‘intgrests, aptitude,
present capabilities and work attitudes.

3. An assessment can establish a direction or framework '
) for a youth's program based on 1nformation about his
.or her strengths and needs. .

4. An assessment enables staff to appropriate]y refer . e
a youth to services. . . . - S

5. The results provide 1nformation-necessary for de51gning,
implementihg and. evaluating a youth's program.

- . ,

I

~

Stages in~?]anning a Coorhinated Assessment Process

S It is 1mportant ‘that "the fo]]ow1ng points be noted when a committee
begins 1ts p]anning activities. o . : g

1. Members who are invo]ved an the pianning procéSs shauld ;
. be knowledgable about vocatiohal assesément or ‘have . L
ready access to professionals-in the field shouid
! speCific questions need to be answered,: P

2. The determfation of assessment techniQUes to use
in a coordinated process-shoyld be-accomplished after .
careful and.thorough.research: Appendix D Fists: .
some gqyestions to con51der when r'éviewing a$sessment . L .
instruments. The selection of technigges fieed not . "
be solely Timited to formal standardized instruments - - :
but can 1ncorporate informa] aSsessment tGChniques L, o,
as well. g ! i "

. ¢ % ’ . . .
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3. Vocational assessment of youth is an ongoing process.
The committee members should insure that a system for
followup and reevaluation of youth is created when it
is necessary to update information on a youth's
progress or for a change in program.

4, It will take time and energy by members to develop
and implement an integrated process, A commitment
to share information and ‘resources, and a willingness
to resolve issues will be important factors in the
cooperative effort. '

Determine the Purpose

As prev1ous1y mentioned, assessment can facilitate screening or

se]ectlon and appropr1ate placements. Local service prov1ders who are

meeting to plan an integrated assessment process must establish the
‘ reasons for the assessment and the purpose for coordinating these
services. In the Wisconsin Youth Initiative, the LMF's determined
thét the assessment will help in determining a youth's educational
needs,‘skill'leyél and interests as they re]éte to employment. The
'purposé of coordinating services is to maximize the usage of resources
and develop a system in which youth will have increased access to voca-
tional assessment. Add1t1ona11y, assessment results will aid in assign-
ing a youth to a suitable tra1n1ng program, Yin determining the areas

to be emphasized in ‘his or her program, and in evaluating how well he

oFr she performs.

‘ Identify Resources
Developing a coordinated assessment process will necessitate coopera-

tion among the members designing the system. Information will have to be

gathered regarding the community's current assessment capabilities.

Such areas as the following should be covered in the analysis of the

existing assessment process:

Descriptions of what programs presently exist:

2. Identification of services and gaps in the assessment
process. .

3. ldeas on how a system could be established utilizing
existing resources and what additional resources
might be needed to fill any gaps.

Committee members can share descriptions of the assessment services
their agencies provide. These descriptions can be used to inform members

VERRRE




as to what assessment services are provided and can also serve as a
basis for a plan for coordinating services. As members become more aware
of existing services gaps in Hhe system can be identified as well.

When analyzing the current assessment process and available resources,
such areas as the fo]}owing should be considered (Priestley, 1982):

1. Personnel - how many individuals are involved in

assessing youth? Is the number adequaté or are more
staff needed?

2. Equipment and materials - how many agencies are using
similar equipment and materials? Is it possible to
consolidate? Are more materials and equipment needed
to provide a more comprehensive assessment?

3. Funding - how much is each agency allocating for
assessment services? Are monies available to fund
additional services, if needed? ’

4. Time - what is the general length of time each agency
takes to assess a youth? How many youth are being
served? Do waiting Tists exist in the system for
youth to be assessed?

An example of how available resources w_re jdentified is provided by
the process used by the Green Bay LMF. A coordinator had been hired with
funds made available through a proposal written by LMF members. As part
of the coordinator"s role, LMF members were given information on the
characteristics of youth in their area; the 1abor‘market; population
brojections; inventory of agency capabilities; and available multi-agency
services. These data were used to help the LMF members work on long and
short term goals. Additionally, a needs identification was performed to
determine where service gaps existed. LMF members decided that a matrix
of services should be developed to illustrate available resource r
N ' . youth in their area. The matrix could also be used to identify any
further gaps in the de1ivery system.

Each member of the forum was asked to submit a shmmary of his or
her agency's services to the coordinator. Matrices were developed showing
the services each agency indicated as available to high risk in-school
and out-of-school youth. The matrices assisted the LMF in evaluating g
the area's current service delivery system as well as in increasing
members® awareness of what other agencies in the community offered. In
order to develop categories to compile the services named by the agencies,
LMF members neped ggneral areas or componen;é of a service delivery system.
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Attachment Nine illustrates the background work done to develop the
matrices. Attachment Ten shows the matrices developed by the LMF.

As a result of the matrices, it became quite evident that assessment
services varied widely among agencies. A number of agencies had indicated
that they offered a%sessment; however, they varied widely in the scope,
duration and intensity of such assessment. The LMF decided that assess-
ment was an important element in the service delivery system and should be
the starting point for cooperative efforts. Assessment of a youth deter-
mined his or her training and education goals, remediation of skills and
eventual employment. A task force was greated to explore the area of
assessment and the development of a coordinated assessment process. LMF
members with'assessment backgrounds were asked to sit on the subcommittee.
The LMF coordinator was designated as the chairperson for the task force.

Decide Who Will Be Assessed : '

When determining available resources and the purpose of the coordinated
assessment process, an important consideration will be the target popula-
tion. This will help determine the scope of assessment because of the
specific needs which must be addressed to serve a designated population. l
Committee members will decide who is presently in need of assessment ser-
vices and who could be identified as potential target groups should the
system expand. One recommendation mentioned by Schilit and Lacey (1982)
is to stﬁrt with a manageable piiot effort with potentiai for growthf
By identﬁfying a target population, members are able to try out a system
and determine its effectiveness before attempting to expand to meet the
néeds of other populations. In the Wisconsin Youth Initiative, for example,
high risk jn;school and out-of-school youth, ages 14 through 21, were
identified as the population to be served. Activities initiated by
members of the LMF were directed toward this population.

Define What To Assess 5 . S

As previously stated, assessment can provide information to determine
the eligibility or appropriateness of an individual for placement iﬁ%o a
training program, an employment setting, a vocational classroom, etc.
It is important that an undérstanding of what skills are necessary to
enter and succeed in these settings is obtained by the committee.

- bi
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Identifying the skills or performance levels an individual would ne
prxovides a structure for the assessment process. Committee members will
nee determine the referral sources available in the service delivery

system once an individual is assessed. This_ information provides a

basis for determining what to assess. _ ’

In a coordinated assessment process, general agreement is reached
on the broad‘goals of the process. The actual assessment given to an
indfvidual will be tailored to meet his or her needs; however, it will
be done within the context of these broad goals. Private Industry
Councils or other community organizations may need to evaluate the current
assessment process in light of the performance standards mentioned in
the Job Training Partnership Act. Evaluating the number and type of
services available to an individual for training or educational purposes,
and the performance standards for these prograhs, will provide a framework
for determining what to assess. ‘

The LMF's involved in planning a coordinated assessment decided that
youth would be assessed to determine their strengths and deficits in
relation to the skills or competencies necessary for employment. Here is
an example of how a LMF began defining what would be assessed. The Green
: Bay LMF began by exploring what local employers believed were the skills
necessary for successful employment in their organizations. The sub-
committee responsible fbr gathering this informatfon for the Green Bay
LMF asked a number of agencies around the city Ji:: contacts had previously
been made to employers concerning-employability skills. The committee
found that a questionnaire, which indirectly related to the information
they needed, had been sent-out. The group felt that,thé survey could
serve as background information for its work on assessment. The committee
used the list of competencies compiled by the Vocational Studies Ceriter
as a format for evaluating the informatior from the survey results and '
agency contacts with employers. Attathments 11 through 14 illustrate
the type of information gathered by the task force, and summarize data
directly useful to the committee. Only certain sections of the survey
were relevant to the assessment task force's needs: those responses which
addressed employability skills. The survey from which the information was
taken had been used to obtain insights from employers concerning the basic
skills of the youth whom they employed. N

\
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* As a result of this research into the current number and type of
employer contacts being made by agencies in Green Bay, the task force
was able to draft a copy of a survey dealing directly with competencies
and performance levels required for employment. A copy of the preliminary
survey can be seen in Attachment 15. Committee members have “field tested"
the survey with a few employers and have decided that major changes must
be made before it is actually used. Once data are obtained about
employer expectations in the area of employability skills, the task force

’ will begin integrating this information into the coordinated assessment

process they are planning. . .

Decide How To Assess

Once the criteria and goals of the coordinated assessment process
have been established, the committee will need to review what is currently
being used for assessment and to determine if it meets these goals.

The committee may develop a "test menu," or a listing of the assessment
instruments and techniques currently being used. This will enable members
to increase their- awareness of the assessment capabilities in the commu-
nity. The instruments and techniquésaappropriate for the target popula-
tién and for tHe goals of the process can then be selected.

o
Creating a coordinated process does not necessarily mean that all

the assessment given to a youth is identical. This may be the case if

a centralized location for assessment is designed where all individuals

entering the system are initially assessed. The coordination of assess-

ment through a "test menu" approach means that each agency or organizationy

lists the range of instruments Or technique's which it will use. This

allows for individualization among agencies, but more importantly,

members of the committee are aware of what specific techniques are used

by other agencies for assessment. This information will be helpful in

designing a plan to maximize the utilization of assessment resources in

the community and in sharing assessment results among service providers. =
An example of how this progess is initiated, is provided by the work

done on the Green Bay LMF. A survey asking the LMF members to Tist a

sample of the instruments and techniques used to assess youth elicited

the following list of instruments.
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Figure Two

Assessment Instruments ldentified
by Green Bay LMF Members

A Saﬁp]ing of Instruments Used by Organizations

Primarily Serving In-School Youth

- SRA Achievement Test
- SRA Educational Ability Test

- Writing Assessment from
Department of Public
Instruction

- SAT/ACT for those planning college

- Wisconsin Pupil Assessment
- Basic Skills Assessment
“ - Job-0 Occupational .Interest Form

N\\ - Career Ability Placement

Survey (CAPS) . '

- Career Occupational Placement
and Education Survey (COPES)

- Demos D Attitude Scale i
- Crawford Small Parts Dexterity Test
- 'Minnesota Spatial Relations
- Major-Minor Finder

A Sampling of Instruments Used by Organizations-

Primarily Serving Out-of-School Youth

Aéhievement Tests

Adult Basic Learning Examination
(ABLE) I, II, and III

Developmental Math III-
Nelson-Denny Reading
Slosson Oral Reading
SRA-Arithmetic .
SRA-Reading

Wide Range Achievement Test
(WRAT)

Test of Adult Basic Education
(TABE)*
Aptitude Tests

Bennett Test of Mechanical
Comprehension*

Career Ability Placement Survey
(CAPS ) *

Differential Aptitude Test (DAT)
Minnesota Clerical

Revised Minnesota Paper Form Board*
SRA Pictorial Reasoning

Social Prevpcational Information
Battery ' .

‘General Aptitude Test Bttery (GATB)
Nonverbal Aptitude Test Battery

Dexterity Tests

Crawford Small Parts Dexterdty
Test* ol ’

Purdue Pegboard

Valpar
Tri Level Measurement

Simulated Assembly

Intelligence Tests
Revised BETA Examination
Otis Employment Tests

Personality Tests

Career Orientation Placement and
Education Survey (COPES)*

16 PgrSona]ity Test

Interest Tests

Career Occupational Preference
System (COPS)* X

California Picture Interest
Geist Picture Interest

Gorden Occupational

Interest Check List

Kuder General Intgrest Survey*
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Kuder Occupétional Interest Survey
(Form DD)*

Wide Range Interest-Opinion Test
(WR10T) <

o

Strong-Campbell Interest Inventory
Self-Directed Search (SDS)

Miscellaneous Tests

Dvorine Color Blindness

) Wells

JEVS. Work Samples
Nut, Bolt, Washer Assembly
Rubber Stamping

.Washer Threading

Budget Assembly

Sign Making

fi]e Sorting

Nut Packing

Collating Leather Work Sample
Grommet Assembly

Union Assembly

Belt Assembly

Ladder Assembly

Meta1 Square Fabrication
Hardware Assembly
Telephone Assembly

Lock Assembly

I'd

"Filing by Numbers

Proofreading
Filing by Letters

. Nail and Scréw Sorting

Adding Machine
Payroll Computation
Computing Postage
Resistor Reading
Pipe Assembly

Blouse Making

Vest Making
Condensing Principle

Siﬁger/Graf]ex, . R

Carpentry

Masonry .
aln

Electric Wiring
Soldering & aglding
&
Medical Services
Basic Tools - ?

Refrigerator Heating and Air
Conditioning -

Sheet Metal’

- Small Engine:

Cooking & Baking

One particular agency mentioned several psychological, physical therapy,

speech and hearing tests available for purposes of assessment.

Also some

agencies, serving primarily out-of-school youth, listed the following

instruments:

-~ Work Activities Check]igt
- Work Situation Cheécklist

- Wisconsin Career Information
System Questionnaire*

- London Procedure
- GED Predictive Test

h 3
J

- Northeast Wisconsin Technical
Institute Skills Inventory Form

- Basic Occupational Literacy Test - .
{BOLT) )

- Educational Development Plan
(EDP)*

- Jab Service Interest Checklist

a
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| ' - ACT Career P]ann1ng Program o ' - Farmers Union E?TA Queétiohnaire
&pe -

- Skilled Trades Improyement Pnbgram
App11cat1on Form A .

*An asterisk indicates those fhstruments named by more than one organizatfon.
N | ) |
If a committee needs ideas for the kind of instruments or techniques

. which could be used with youth,ispecifically those youth identified as
disadvantaged, the following 1lst may prove helpful as a start1ng point
for its research efforts. Th1s 1ist may offer ideas of what a community's
current assessment process has_ava11ab1e, or of areas where additional
techniques may need to be coﬁéiaered Appendix D contains descriptions

. of a few of the instruments ment1oned in Figures Two and Three. The

assessment instruments ment1onéd in this section and described in the
appendix do not imply an endorSement Furthermore,'an omission of any

instrument doe3 net 1mp1y a Judgment of its value. .- ~

- ) J 4 o
g Figure'Thréé ‘
- . Standardifed Vocational Jgsts
Achievement  * . 4?g " 0tis Quick- Scor1ng Men al Ab111ty ‘
AN ’ ' v Test s v . '
Adult Basic Learning Exam1nataon “:,
Wide Range Ach1evement Test Peabody P1cture Vo?a§u ary ;}‘h:-
Sequential Test of EducatTOn Progress REV1SEd BEta‘*'f T SN .Tu R
. o , Wechsler Adult Lnte131gence W e
Aptitude ' . .. - Sca]e 7‘,, . . s
General Apt1tude Test Battery ' Hagt1c Inte11wgenée~Scale-‘ fi,;”u.',§'5’ *
- S
Non- read1ng Apt1tude Test. Bqttery H1skey Nebraska L e ]
Flannigan Apt1tude C]ass1f1cetﬁon 2" Vocational, }nte11agence Scale e e T
Tests - ! ";; for, the Adu}t B]znﬁ ' T T
Differential Apt1tude Tests’ N Raven'Progress1ve Matr1ces oL PRI
Bennett Mechan1ca1 QOmﬁvehens?on "M Columbla Menta] Maturity SCa]e .QAJ".J“@"I_,
Test ‘ CTEY ST Cooperative; Sthiool : “and Col1ege T
Revised M1nnesgta Paper Frbm A Ab111ty Tests, T R
ey N
Board Test . T :'-.?}g_ ; Arthur Point- $caleiof Performanca '*q' .
Minnesota C]er1ca1 Test f-;ﬂi‘;wAl“' Tests S N SRR NS,
2 R y 15 won i SRR
McDona]d Vocat;op?T tapac1ty ScaTe rnterest - L e SR
Intel1igence or Genera14Learn@ggAw }f Kuder'General'Interest Survey s L.
Ability TR G T e LOhio! Vocationa] Interest Survey ‘_,\ff;i_
Slosson Inte111gence TESt‘ “ 'Q\' Strong V0¢at1ona1 Interest B]&nk )
Army General (;‘1ass1ﬁcat10n Jest.: . el U T
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Picture Interest Inventory X AAMD Behavior Adoptive Scales

Vocational Interest and Sophistica- Adjustment Inventory

tion Assessment Survey Ca]ifprn%a Psychological Inventory

Gordon Dccupat1one1 Checklist Career Maturity Inventory .

AAMD Reading Force Vocational

" Interest Inventory 16 Personality Test - v
Minnesota Importance Questionnaire Physical Screenings
* Entry Level Job Listing. ¢ "= " Manuometer (Strength)

Geist Interest Inventory Audiometer (Hearing)
Picture Interest Exploration J
Self-Directed Search . Readin

Singer/Graflex PictorialkyIrterest .
Screening - Gates-MacGenitie

Orthorater (Vision) —

Wide Range Interest Opinion Test Gray Oral Read]nq Test

Stanford Diagnostic Reading Test
Performance Apt]tude

- ) Durrell-Sullivan Reading Capacity
. Crawford Small Parts Dextexgity Tst

Penpsy1va B1ManuaP Nokksamp]e Work Samples ,
Purdue Pegboar McCarron- D1a1 .
. . » Jewish Emp]oyment and Vocational
M1nnesota Rate Qi\gen1pu1at1on Test Service Work Sample System
Hand-Tool Dexterit fTESt Singer Vocational Evaluation
Stromberg Dexterity Test System
Lincoln- OSeretsky Motor Develgpment The MicroTower System . -
Scale , Valpar Component Work Sample
Minnesota Spatial Test . Series ,
S . . . =
¢ . Purdue PerceptuaT\Motor Survey Wide Range Employment Sample Test
Persona]%ix K
Mooney Prob]em Checklist
o - M1nnesota Multiphasic Personé]14ﬁ? .
Inventory \ ¢,
g Edwards Persoqg] Preference ’
» Schedule - ¢ -
Vineland Social Maturity Scale . . ) . .
. ° ) . R - -—\_.\
From:s Gefmill, P. Diagnostic Assessmeﬁt’of Disadvantaged Vocational |
o Learners. College Park, Mary]and: University of Mary]and
. ’ Department of Industrial Educatior, ’9 p 10.
1~ J
vAdditiona]ly,'the‘ihfvesjinstrument developed by the Vocational - ;0

o Studies Center (Attachments One and Two) can be used to gather information
~ 3 - /, ’ -

*
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on competencies or skills necessary for employment of youth and on

ihstruments or techniques which could be used to assess for these skills.
. ) ¥ \
Committee members can modify the survey to fit the goals -of their

|
i
|

coordinated assessment process and the identified target population.

bévelop a Plan for Implementing a Coordinated Process

N There are a variety of ways in which an assessment process can be .
coordinated. It may be decided to fund one centralized location where
all individuals must go to be assessed. Committee members may decide °
that an informal agreement amoﬁg agencies be reached as to how a youth' _ o0
will'be referred for assessment and how the results will be shared. .It‘
is also possible that an agreement can be reached whereby standardized .
referral forms are used as well as the forms for the evaluation report [
and plan. . ‘ ‘ -
One possible method of organizing a coordinated assessment process
entails using the Eeve]s,bf Assessment concept referred to {n Fiéure One.
Assessment methods, and the type of information obtained on each of the
levels are described. Committee members can determine.the information
they would like deve]oped on each level for their community, and 1dent1fy
agencies that provide assessment services on each level. -Additionally, ~
members can identify by position who is qualified to perform the assess-
ment at each level. For example, an 1nstructor with a background on
assessment could, be involved in Level I.- As mpre assessment techn1Ques
are 1ncorporated, as in Level II, further training by an individual will
be required. A vocat1ona1 counse]or would be the type of professional .
conducting a Level II assessment. Moving to the more comprehens1ve
level or a Level III assessment will necessitate a spec1a11st in voca-
tional assessment to coordihate the evaluation. The critical pointg to
keep in mind when determining who is qua1ifiedtto perform assessments,
espec1a1ﬁy Level ! and II assessments ,are that this person must'be
knowledgable about vocational and career p]ann1ng and have the skill ¢
to detérmine when a referral for more comprehensive assessment is needed.
Not all individuals needing assessment setvices may necessari1y,
require-a comprehensivé assessment. Haowever, the model allows for a -
< range of assessment services, building to the Comprehernsive level .’: \ (

Organizing a process in such a fashion can have the following benefits: - .
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1. Clear delineation of the type of assessment each
agency provides. This can help avoid duplication
of effort and maximize the usage of services. '

_ 2. Enhanced communication among agencies as to the
kind of assessment an individual would receive at
an agency. This will facilitate communication
among agencies as to the type of assessment an
individual receives,” It may help to avoid
unnecessary retesting of an individual.

P

. 3. Effective method for a committee to use to
outline available assessment services, respon-
sibilities of each agency and how referrals among
the three levels’ can be achieved.
A complete description on how to coordinate an assessment process
based on ﬁhe Levels of Assessment concept can be found in the publica-

tion Vocational Assesﬁment‘of Students with Special Needs: An Implementa-

fion Manual. Readers are encouraged to utf}jze the informgtion in this
planning guide. '

The Green Bay LMF, wpen resbonding te a survey on assessment, began'
to delineate what it-believed should be iﬁvo]ved_jn a comprehensive ~
assessment. 'It listed the following instruments and techniques as part

-

of this level.

academic assessment of reading and math’ skills .

1:
2. interest inventory .
3. value checklist ce oo B
4. personality - work values
5. aptitdde battery
6. deeision-making actiwities o . i
7. Jjob and/or postsecondary researching activities L.
8. " physical capacities assessment '
9. work samples o
10.  counseling
11. 'possip]e referra] for further counseling and .
assessment - . -

»

Identifying as a group what a committee believes are the ‘assessment compo-
nents for each level caﬁ be a step toward designing a system based on the
Levels of Assessment condept. .

Since assessment results can be used for designing an individual's
program, its impact-can be felt throughout the service de]iver§ system.
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Consideration for the following areas may play a role in how the assess-
ment process is coordinated. .

1. Outreach/Referral]Intake

How an individual is brought into the system may be
a consideration for the committee. Various outreach
activities may be coordinateds An example of an

g outreach effort is the work being done by the Green
Bay LMF. A resdurce guide is being developed for
youth to help them become more aware of services
available to them. This guide will be distributed
to schools, agencies, recreational areas and other
identified locations. One service outlined in the
guide is assessment. '

Additional ideas for outreach activities are television
and radio spots, advertisements in the paper and a
"hotline" number whereby‘further information can be
given.

Intake procedures could also be standardized if the -
committee determined it was necessary. ' The use of
standardized intake forms by cooperating agencies is
one method for establishing an integrated approach.
Establishing one centralized location for intake into .
the service delivery system and for assessment services
is.another. In the Racine area, the representatives

of the community-based organizations sitting on the
assessment subcommittee for the LMF developed a plan

to create a Youth Centef. Resources from the coopera-

ting agericies will be allocated to create a centralized
intake and assessment service as well as other services

o ; they deem should be co-located.

In the area.of referral, the Green Bay LMF is develop-
ing a resource directory for service providers repre-
sented on the forum. It is hoped that the -directory -
will serve as an aid or starting peint for referring
_ youth to appropriate services.. In the Ashland/Superior
LMF assessment subcommittee, a standardized referral
form was designed’ to identify high risk in-school
‘'youth for services. Attachment 16 illustrates the
form used by the junior high and high schools in the
area. One of the services available to the area high
% school programs is assessment.

How outreach, intake and referral procedures are
developed in a local area will depend on the needs
of the community and the existing structure of -the
service de11very system.

2. Development of a coordinated emp]oyab111ty and
educational’ plan.

The committee will need to determine how assessment
results will be shared once an individual is referred.
Establishing a cooperat1ve plan tan assist in

-
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a) designating who will provide followup of the
individual to insure that the results of the
assessment are appropriate and the plan developed
is implemented; and

b) determining whether additional assessment is
needed or a reevaluation of the plan is warranted.

The employability and educational plan can establish

performapce goals which can be used to determine

whether S\youth is reaching his or her goals. Assess-

ment results can assist in determining areas of

emphasis for a program and can be used to evaluate

whether the goals are being met. Attachment Eight

in Section Two was a sample format provided to the

LMF's for ideas concerning the development of an

interagency employability and educational plan. -

Developing a plan to implement a coordinated assessment process
may take the form of an informal or formal agreement developed by
committee members. ’Whether an informal or formal agreement is reached,
there must be a purpose. for the agreement, guide]ines»for policies and '
”procsdures and a definite role for participants. Written agreements
must be tailored to meet the unique'needs identified by the committee
members. However, théi%n}iowing generalized format for agreements has
been suggested (Baumheier, 1978):
1. Introduction or statement of the nature of the

agreement
Purpose and goals
Administraggve relationship
Referral procedureé
Service provisig§s
Financial respon ibilities
Exchange of information

. Joint community selationship .~

W 0 ~N O 0 B w N

Ky

. - Functions of bpe%ating'personne]

—
o

Statement of time, duration and revision of the
agreement.

The committee will need to consider how its members believe the
assessment process should be coordinated, and should develop a plan
accordingly. It has been suggested that the following areas be specified
when developing a plan for implementation. )

1. Administrative structure
2. Roles and responsibilities
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3. Monitoring !
'

4. Evaluation
5. Management information systems : _ l
(Schilit and Lacey, 1982, p. 84)

7

Another method for implementing a plan could be that of -.sponsoring ' .

an interagency inservice or staff training workshop. Committee members ‘
could bring together agency personnel involved in the coord{nated ,
assessment process to exp]ain'how the plan will be implemented. and their
role inssarrying out the process. Careful h]anning of the inservice
meeting is critical. Committee members Will need to discuss who will

- be invited to the meeting, what topics will be on the agenda, who will
fund the meeting, what will be the evaluation criteria and how the
participants will use the information acquired. Attachment 17 is a
summary of the various planning considerations-in the development of an

inservice training meeting.

Evaluate the Plan

A process for evaluating the coardinated assessment process should
be built in from %Rg start. Evaluation of performance’ and results
provides information which enables service providers to measure effec;ive-
ness and correct any problems which may arise {Schilit and Lacey, 1982).
The cormittee will need Yo address specific issues whep developing an
evaluation strategy. ‘Members can use the following questions as a
starting point.

1. What are the specific outcomes the committee desires/

expects to result from the implementation of its
strategy?

2. What methods (e.g. questionnaires, phone calls,
interviews, etc.) can the committee use to determine
if these outcomes have been achieved?

3. Which of these possible evaluation methods will .«
yield the most important information, given the
time and energy members are willing to 1nvest ‘;)2—
in an evaluative effort?

4. When will the ‘evaluation be conducted7
Who will be responsible for carrylng out the evaluation?

6. When will the committee meet to analyze the evaluation
data and consider their impact on future planning efforts?

(Ferrini, 1980, p. 102)




It has been suggested that the results compiled from the evaluation
be written in a p?actica] and concise report format. A description of

the strengths, weaknesses, corrective actions and future plans should
make up the contents of the report (Schilit and Lacey, 1982).
Attachment 18 provides a worksheet‘which committee members can use
to develop and conduct their evaluation. When using the worksheet, the
following points should bé kept in mind. '
1. Evaluation goals which cannot be specified in one

or two sentences may require re- ana]ys1s or clarifica-
“tion. . .

s 2. Key steps in the evaluation process should be
assigned starting and completion dates. These
benchmarks then become management guidelines to
use .when monitoring the evaluation effort.

?. Responsibilities for carrying out the evaluation
\\ shduld be assigned to specific persons, and other
componénts of the process should\be specified.
The delineation gf responsibilities is crucial
to the carrying out of the eva]uat1on effort in
an 1nteragency context

(Gugerty and Getzel, 1982, p. 30)

.
°

It is ve}y important that committee members determ{pe in the early
- stages of designing the evaluation effort what the eVa]ua;ion criteria '
‘will be and what will constitut? a successful, implementation. Without
" a clear idea of the goals of the evaluation Ynd what is”bqing measured,
the results will have very 1i§t1é,meaning to the committeé in providing

. feedback on how well it is abTe. to coordinate assessment, services.

Benefits of a Coordinated Assessment Process x:/
|

Deve]oplng and implementing a coordinated assessmeht process can be
beneficial to both a youth receiving the services  and the 1nd1v1duals
. providing the services. A few of the benefits for'estap11sh1ng_such a
process are summa}ized below. “ ‘ {

1.. Communiqation among agencies is enhanced. )

2. _Assessmeht services are maximized. in a community.

3. ‘Assessment results are more fully incorporated into
the structure of a youth S- tra1n1ng or edU9at1ona1

program i
4, Assessment results can be used to set pro?r‘am . - B
obﬂect1ves and can then be a basis to 9va/

uate
whether these objectives are met. .

/7d

o6l




\

Atiachment Nine VsC
Uy-Madison

POSSIBLE ARFAS FOR MATRIX OF SERVICES

Recruitment
Admission -

Least Restrictive Eﬁ&ironmgnt/
Mainstreaming '

Vocational Assessment
6ocatiohal Counseling
Vgcational Training
Job Placement

Followup

érogram Evaluation
Monitoring ’
Prevocatiénal Program@ing
Vocational Programming
Work Sampling
On-the-job ?raining

Curriculum Modification and.
Development

Remedial and Support
Services

« Adapting Equipment and
Providing Special Aids

Facility Accessib lity‘

<

Cémmunication.witﬁ Community '




l' Attachment Ten ’

. LOCAL MANAGEMENT FORUM
Lake Michigan District

Melinda Waggoner . 1545 Sixth Street -
Coordinator 3 N Gteen Bay, Wisconsin 54304
‘ MATRICES Phone: (414) 499-7428
SEAVICES AVAILASLE TO . | g a .
IN-SCHOOL YOUTH 14-18 1 : 3«",
: ‘ 3] a 3 7 a vo
[ %) Q 3
HE6|38) 5 | 2|,8|38|5 |3a)Es]Ea
anz|82| 51,8308, (BA|RE|EH]
‘ ‘a ga &;6 3“ §m g a B2 5 ‘
221331 4 |55|358|38 FHEHE
AGENCY N R > O > Re >k ®inn
COOPERATIVR EDUCATIONAL ~ ) i
SERVICE AGENCY k X x X X x | x | x X X | x {ix)
COOSERATIVE EDUCATIONAL -
SERVICE AGENCY 9 x I x | x| x| x}x}|x}x }|x]x
- - 4
FARMERS UNIOW CETA ) . , N
* PROGRAMS . , X x {x {x | x |~ § x [(x)
. GREEX BAY PUBLIG 89-!001.! s b lxlx Ixlxtlelxtxtx o
JOB SERVICE WISCONSIN X < |x |x |- <
MENOMINEE INDIAN TRIBR' . . . .
oP WIscowsm ' P x [ofxtx x| x x |(x)
. NORTH CENTRAL TECHNICAL
INSTITUTR . X X X X X X X X
NORTHEAST WISCOMSIN . . )
TECHNICAL INSTITUTE x | x | x X X X .
OCONTO SCHOOL DISTRICT , ’
. x | x x | x x | x X x | x {'x l(x)
ONEIDA TRIBE CETA PROGRAM - ’
(x) x\\ el x P x,fox )y x
STOCKBRIDGE-MUNSEE * - ' , .
TRIBAL CETA PROGRAM x 4y | x} x|x | X {(x)
»
. . ~ comments on reverse side




COMMENTS ( Services AVAILABLE to in-school youth }4-18)

COOPERATIVE ZDUCATIONAL SERVICE AGENCY 3

Professional steff s avallsdls to offer thase

services.

(X) Other, wviiting skills program, slcohol and
drug sbuse clesass.

COOPERATIVE RDUCATIONAL SERVICE.AGENCY 9
Professiosal ataff is availsble to offer these
ssrvices. ' .

FARMERS UNIOW CETA FRLOGRAMS

Profeseional staff is svailable to offer these
services.

(X) Other, Basic Skills Assssement Crast is
Grees Bay and Ocomte
CREER BAY PUBLIC $CHOOLS

(X) Basic Skills Assessment Grast

JOoB SERVICE WISCONSIN

Nas professional staff availabls to offer thess
..mc..o , .

MZNOMINIE INDIAN TRIAR CETA MANPOWER

(X) Basic Skills Asssssment and Remedistion
otfered through Menominee School but youth
CETA participants progress is closely moni-
totad ,
. (X)othery Yeutk Sarvices Grang

NORTR CENTRAL TECENICAL INSTITUTR

’

~

NORTHEAST WISCONSIN TECHNICAL INSTITUTX

Profesaionsl staff ia available for all services indi-

CIC.‘.

(X) Other, Basic $kille Assessmsat Grant 1o Greea Bay
asd Oconto

OCONTO SCHOQL DISTRICY®

Professional stafl aveilsble te offer sll servicas
tndicated,
(X) Other, Basic Skilla Asseseasnt Grant

ONEIDA TRIBE CETA PROGRAM
(X) Basic Skills Asseasment sad Basic Skills Training
provided through GED program.
STOCKBRIDGE-MUNSEE TAIBAL CRTA PROGRAM

(X) Basic Skille Assessment and Vocational Assessment
provided through local schools
() ocu;. Health and Safaty classes

.

»

" Profeseional staff {s available for all services indicsted

Iy

Aruitoxt provided by Eic:
.
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LOCAL MANAGEMENT FORUM
Lake Michigan District ‘

Melinda Waggoner ' ‘ ; 1545 Sixch Street
Coordinator . . Green Bay, Wisconsin 54304

Phone: (414) 499-7428

* ‘ l\
N {
SERVICES AVAILABLE TO é ! g o]
OUT-OF-SCHOOL  YOUTH al e %} b > L': “
16-21 g Heo ] pe )
o g gg 50 ki g gg.ﬁa 20 S EE
> [ x a 2 €0 f M 63 63 '
X - g vyl 5 d - ﬂ H0O1 U a [~
3 2 X & (] 3 & 3 Qe 3 n}len S 51 H.g 7} 3 o .
21 2| & 133]52]s |28)38|58)¢% -
g n 3 v} o Q [ 3 W § < é Q [e X} s N
/ AGENCY 4‘ o/ >« o] P a0}l >0 Q] ae] & P
COOPERATIVE EDUCATIOMAL
SERVICE AGENCY 3 X X X X X X X X X
COOPERATIVE EDUCATIONAL
SERVICE AGENCY 9 x {*x X X x | x X X X .
FARMERS UNION CETA ,
PROGRAMS X X x () x ) x x | x X X X

JOB SERVICE WISCONSIN
X (xX) } (x) X X X.] X X X X

MENOMINEE INDIAM TRIBE ' ' ‘
+ OF WISCONSIN CETA MANPOWER | X X X [(x) j(x) | x.1 xf-x X X X x.l 0

NORTH CENTRAL TECHNICAL . .
INSTITUTE . X X X (X} X X X X X X (x) X (x)

. . -

NORTHEAST WISCONSIN .

COMMUNITY ACTION PROGRAM X P x P x [(x)p(x)p,x tx X }x x| x [:X

NORTHEAST WISCONSIN '

TECHNICAL INSTITUTE X X x ] x X x X X x)} x '} x :
T )

ONEIDA TRIBE CETA , . , i

PROGRAM x | x | x x | x Ix |x |x x 'l T]

WISCONSIN PRIVATE SECTOR v , .

INITIATIVES PROGRAM X x |x ol | x X X | x X | x X

SKILLED TRADES IMPROVEMENT ) '

PROGRAM . X X X X .} x |'x X | x x | x X

‘ . _comments on reverse side
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COMMENTS  (Services AVAILABLE to .out-of-echool unemployed youth)

Creen Bay Public Schoole, Stockbridge Munses Tridel CETA, and Oconto School District do not eerve

out-of~echool uu-lcyd youth,

The Divieioe o! Inploywent and Trafning Services end the Governor's Employment and Training Office
serve on the locel Menagement Forumw dut they are not involved {m our matrices of services. Youth
prograse previde by these agencieo ers through their grantees,

PARMERS UNIOW CETA PROCRANS (X}

VOCATIONAL ASSESSMENT - faterview

YOCATIONAL SRILLS - Om the Job Training
J08 service (D)

VOCATIONAL ASSESSMENT - Intecview and writtem

VOCATIONAL SKILLS «~ Refer to tech. school
. HENONINER INDIAN TRISE CETA mrbm PROCRAMS (X)

VOCATIONAL ASSESSHENY - lntcrvhv snd written

%ﬂm sxrLLs - Refer to tech. echool

OTHER - Youtk ‘delinquency services

NORTR CENTRAL TECNNLCAL INSTITUTE (X)

NORTREAST WISCONSIN COMMUNITY ACTION PROGRAM (X)

VOCATIONAL ASSESSMENT ~ Interview and written

MI:II:;“ SKILLS -~ Refer to tech. school

NORTHEAST WISCONSIN TECHNICAL INSTITUTE (X)

VOCATIONAL ASSESSMENT ~ Interview and vruten

FOLLOM UP - - Sutvey
OTHER © = Pra voc, dasic .uu.
, training

WISCONSIN PRIVATE SECTOR INITIATIVES PROGRAM (X)

VOCATIONAL ASSESSMENT - Interview .
VOCATIONAL SKILLS - Contracted vith tech

. VOCATIONAL ASSESSMENT - Interview and written TRAINING sctiood or on site
roLLow v - Survex t¥aining )
oTNER = Work evalustiom center, com-

o prehensive GED program .

‘ + o
“ ’ “ :




LOCAL MANAGEMENT FORUM
Lake Michigan District

Metinda Waégone:
Coordinator

>

SERVICES PROVIDED BY A
SPECIPIC PROJECT OR GRART
DIRECTED ONLY TO IN-SCHOOL
YOUTH 14-18 WITH IDENTIPIED
BARRIERS* TO FUTURB }
EMPLOYMENT

* {nstructionally
disadvantaged, emotionally

disabled, etc,
AGENCY - .

SERVICES
BASIC SKXILLS
ASSESSMENT

VOCATIONAL'
ASSESSMENT

REMEDIATION

VOCATIONAL SKILLY

CAREER
EDUCATION
PERSONAL

*| COUNSELING .
VOCATIONAL
COUNSELING
POLLOW UP
TRAIDNING
BASIC SKILLS
'rlgmlma

1545 Sixth Streer

Green Bay, Wisconsin 54304

Phone: (414) 499-7428

&

(4

JOB SEEKING AND

JOB KEEPING SKILLS

OTHER

COOPERATIVE EDUCATIONAL
SERVICE AGENCY 3

..

{x)

COOPERATIVE EDUCATIO!AD

SERVICE AGENCY 9 D w

-l

x ] . .

FARMERS UNION CETA ¢

PROGRAMS

x | (x)

GREEN BAY PUBLIC SCHOOLS

X | (x)

JOB SERVICE WISCONSINM

MENOMINEE INDIAN TRIBS
OP WISCONSIN

(x)

{(X)

tx)

x | (x)

NHORTH CENTRAL TECHNICAL
INSTITUTE

{(x)

NORTHEAST WISCONSIN
TECHNICAL INSTITUTE

(x)

X (xX)

OCONTO SCHOOL DISTRICT

X [(x)

- ONEIDA TRIBE CETA PROGRAM

(x)

(x)

STOCKBRIDGE-MUNSEE
TRIBAL CETA PROGRAM .

(Siad

(x)

(x)

e

1 x | (X)
]

Comments™on Reverse Side




: i1dentified Barridrs to. future employmerdl.)
CL 3 RN ; L
" COOPERATIVE mpcu&om, SERVICR AGENCY 3 oo

v N . ¢ .
. (X) Career Educar{oo-WsiS i schdol districte 'in esven
counties - N ' ’

v

- . TN :
(Saxvices provided by s epecific projact’or grent directed

-

-

. NORTH' CENTRAL TECHNICAL INSTUIUTE

(X) Services are p:\o%t ed if :‘é’u‘litpd' .

» -
s

< T N .
(X) Vocattonal Counsaitng, (X) Yollov-up, and(K) Saeic NORTHEAST WISCONSTN TECHNICAL IRSTITOTE

sktile Traiding forx apecial education classee
(D) Other, writing skills and drug anll alcohol
abuss claseds, Project Child Find

. COOPERATIVE EDUCATIONAL SERVICE AGTNCY 9 )
: * EAEN

‘ 2

Sarvices targeted to hsndic‘gpod youtR
(X) Othar, Project cung Hod- .

FARMERS UNTOR' CETA PROGRAMS - L L
All services-offaréd through Sumser Youth Esploy- !
ment, On-the-Job Trsinting '

. (%) Other, BSastc Skills Assesswent Grant

. * P . B .
GREEN BAY PUBLIC SCHOOLS .

RS

(X) Other, Basic ‘Skills Assessmgpt Crast
-~ . . . : .
JOD SERVICE WISCONSIN . e L .

All servicas indicated are offered at :hc‘jo‘ﬁ
service office and targeted to epecific ;m!?
such as refygese. ..

 KENOMINES TNDIAN TRIDE CETA MANPOWER i
(X) Baaip Skills Assessmsat, ) .

(X) Vocational Aseessmantand (X). Remediatist
_provided by Menominee School but youth <y
pcrtuipntu'p\ro;‘tns axs tlosely -oiu.tot@

~

LRIC

\

.+« (X) Other, Baeic Skills/As

(X) Basic Skille o!,!cud"‘,‘thxo:;b GED/GO.

and Pre Voc Program

-~

'0CONTO SCHOOL DISTRICY

(X) Follow-up evailable to youth enrolled fo the
., Oconto Righ School Béeic.Skil

Project

(X) Orher, Basic ‘Skills Aseeesmint Graut

ONKIDA TRIBE,CETA PROGRAMS

-~

only to in;-cchool youth 14 - 18 with

sesemsnt Craot

1s/Vocationsl

.~

AL program, -

-

(X) Basic Skille provided through GED program’
{X) Vocetiona)l Asesesment on a nesded basis’

STOCKBRIDGE MUNSEE TRIBAL CETA PROGRAM'

(X) Beeio Skille Asesssmant and

local echools and NWT1

K

'/
*  (X) Vocational Asssesment provided ae geeded by

' .. (X) Other, Health and Safety Informative Prograus
. Q .

v
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LOCAL MANAGEMENT FORUM baq

_Isake Michigan District . - L .
Melinda Waggoner ® & . & ‘ - 1545 Sixth Street'”
Coordinator . \ Green Bay, Wisconsin 54304

ro , Phone: (414) 499-7428
. . L '
t ‘ & v ' r ' .
A} Al ‘ ‘..
s . . -
' ‘ \\ & .
SERVICES PROVIDED BY A "
SPECIFPIC PROJECY, OR ‘GRANT . . 3 : 3 '
DIRECTED TO OUT-OP-SCHOOL o
UNEMPLOYED YOUTH 16-21 WITH. - x 1u oo ]
IDENTIPTED BARRIERS TO ‘ HEl o . oo
* EMPLOYMENT S a £ 5 § 3 g g g 35 2 |l | BB
' C . > L I8 a avls x o
. , = 23 T a 5 < d ;} < O} M a ] 3
« % g Q =@l 8 =1 0] O s Ha
A [ >4 3 54 a O ni &n, 5} ~ 5 ") of
. i &t g gm gt @ nggg qg &'g Be aml| B
mumye, o, ‘3 a "?21>H g 38~>8 gq ga g gg E
. ' R
COOPERATIVE EDUCATIONAL . , \\
SERVICE AGENCY 3 X X X 6 _ . X A I X
> “VlhF N v
COOPERATIVE EDUGATIONAL - |- : . d . 1
SERVICE AGENCY 9 . Jx/ | x |x g x X b 4 >
PARNERS UNIOS CETA , - —_ e | .
PROGRAMS ~ x4x [ x |l xfpx}x |x}|x |x |'x
JOB SERVICE WISCONSIN i ) - N T .
P i . . x |(x) X 0 x 1 x|x |'x X
Ny
MENOMINEE INDIAN TRIBE ° NP A
OF WISCONSIN CETA MANPOWER | X X X 1(x) X X x | x| x x X x o
."  NORTH CENTRAL rzam:cax. : . : ¥ T , -l
. INSTITUTS X fx px fx [ x x| x}|x |xfx]x
- HORTHEAST WISCONSIN : ' * . 4
_COMMUNITY ACTION PROGRAM xlx Lbx [l x| x| x| xfx|x}x
LY
NORTHEAST WISCONSIN t 2 , ) ?
JTECHINICAL INSTITUTR v x fx I x [t x | x |'x x| x|{x x| x| x|
_ - QNETDA TRIBE CEFA . , 4 - P! y
PROGRAM e, x |x (0} ¢x x| x | x| x -1 x
"N\, wiscowsms brrvaTe secror - | .| .| _ "
INITIATIVES PROGRAM . X lx fx o folx]x xx x| x|x
' "SKILLED TRADES IMPROVEMENT |- -| | . ‘ .
- PROGRAN - . X X X ] x'1 x| x, x‘\ X x {0
. ¢ ’ & Al S
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with tdentifisd harriere to employmesnt)

COOPERATIVE EDUCATIONAL SERVICES AGENCY 3

Project Child PFiod

COOPERATIVE EDUCATIONAL SEAVICE AGEMCY 9

Project Child 7iod

TARMIRS IDIIOM CETA PROGRAMS

Ow-the-Job Treining

" Basic Skille Improvemeat Project
Ocoato High School Vocstionsl/Basic Skills Project
(X) Vocstionsl Assessmsst by Interview

JOB SERVICE WISCONSIN

Services sre offered to target groupe such as
Vsterens, Refuges, stc. A new program will be |
tergeted to Migh School gredustes ook going oa
to collegs. .
(X) Assesemsnt both - interview sud written

MENOMINEE INDIAN TRIBE CETA MANPOWER PROGRAM

Youth Employment and Trainiag Programs

Summer Youth Imploymsat Progras .

Youth Services Program

(X) Asesssment Both interviewv ind writteas

(X3 Other, spacial service to youth with
delinquept behavior

NORTH CENTRAL TECHNICAL INSTITUTE

Pre-Voc gad Cless 3124 Projecte

(X) Assesémant both interview snd vritten (CXTA
eligible youth pot charged for sssesement)

(X) Follow up by survey of graduates plus the
required CEXTA follow up

(X) Work evslustiom center, Comprehsneive GED

Aruitoxt provided by Eic:

*"4‘3

COMINTS  (Services provided by e epecific project or grant directed to out-of-school unemployed youth 16 - 21

. N

NORTHEAST WISCONSIN COMMUNITY ACTION PROGRAM *

Mult Work Experience (Large number of youth involved)

(X) Asssssmant {ntarviev and writtea
(X) Rafer to tech schools

NORTHEAST WISCONSIN TECHENICAL I’.B'ﬂm
(X) Assessment ifterview and vrittea

(X) CEIA required participsnt tracking end follow-up

(X) Other, Pre Voc. Basic Skilla Traiaing
(X) Other, Voceticnal Informatica Service ,
(X) Otber, Basic Skille Assessasag Crante

OMEIDA TRIBE CETA PROGRAM ° -
(X) Vocational sssssemant referred

WISCONSIN PRIVATR SECTOR INITIATIVES PROGRAM

(X) Vocstional essessmeot-interviev.
(X) Vocational skilla training refsrred to tech.
schoole or on aite ,

.

SKILLED TRADES IMPROVEMENT RROGRAM

(X) Vocational Assesament Data Eotry Program -~ typing

test
Moo Traditional Employment - Continous sssessment by
instructors
¢
>
-
)
r"
. >
. b', P : . ¢




llI;(:)(:JAXI.‘Ivi?F\I\Jf\‘:;IEIV{IEI>J’1~ I:(:)E{I;IPVI ég}ggﬁmgg}iﬁlgggg

| . .
Lake Michigan District . SURVEY RESULTS

TASK FQRCE MEETING . July 29, 1982 ) B

The following informatton is from a survey of- local emploYers‘conducceﬁ by
Miké 7enko of the Green Bay Basic Skills Improvement Hroject..

while this survey was not spegdfically designed'to meet Forum needs,of
ident1fying core competencies or sRills needed for employment and their cor- -
responding levels or benchmarks, it fs useful in indicating employment skills
‘and establishing notable trends.

¢ .
.
o

Of the 180 respondents 165 employers indicated skills needed for employment

0f the 180 respondents 86 indicated the skills most lacking in applicants and
' young employees

L4

The following categories of employers responded:

Food Industry 14 Service 26 Construction 7
. MaA;faCCurer 22 Paper Industry 4 Engineering 4
Retail 85 Trucking 4 Wholesale 6
Machine shop 8  Medical 3 Computer 3

SKI!PS NOTED MOSI FREQUENTLY (in ranking order)

& ~ 1
Affective Uses GPPYOPriaQE}ianguage %nd interpersonal skills (courteous/

41' ; personality)
2. Displays motivatdon and inc§xesc in work )
3. Cooperates with teachers/supervisors and peers/co-warkers .
4. Reliable,fn attendance and punctuality ‘
* 5, Maintains clean and neat appearance
6. Shows good judgemenc anarproblem solving skills
) 7. Pe%rms work with accura'c’y )
Cognitive ¥
Genzzal 1. beneral number use (Add/Subcréccf Mglciply/Divide, Count) '
2. Verbal communication - ' - ]
) 3. Reading (level,rate) T . : N
4. Mechanicgl ,
5'. Spelling
6. Written communicatiom “
7. Physical strength ,
8. Comprehends and can follow instructions (ligceﬁing)
v .
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Attachment Twelve

SKILLS MOST LACKING

APPEARANCE: Food Ind. (1) Retail (5) Manufacturer (1) Wholesale (1)

ATTENDANCE: Food Service (1) Manufacturer (1) Retail (3)

ATTITUDE: Food Service (1) Retail ‘%) Machine Shop (2) Service (1)

BASIC ED: Food Service (6) Manufacturer (1) Retail (13) ﬂ%;
Machine Shop (3) Service (2) Trucking (1) Construction (l)’ N
‘Wholegale (1) <LComputers (1)

BUSINESS MACHINE KNOWLEDGE: Food Service (1)

COMMON SENSE: Food Service (2) Manufacturer (1) Retail (6)
Service (1) Medical (1) Wholesale (1)

COMMUNICATION & TELEPHONE: Food .Service (2) Retail (8) Service (2)
Manufacturer (1) Paper (1) Engineering (1)

EXPERIENCE: Food Service (1) Manufacturer(l) Retail (4) Paper (1)
LANGUAGE: Food Service (3) Retail (8) Service (2)

LISTENING: Food Service (1) Retaii (1) Paper (1)

PHYSICAL: Food Service (1)

SERVICE: Food Seréice (1) Retail (3) Servige'(l) Engineering (1)

UNDERSTANDING DIRECTIONS: Food Service (1) Retail (2) Manufacturer (1)
Service (1) Paper (1) Engineering (1)

-
.

) 3
1. Basic Ed. .

2. Language .(grammar/swearing)
3. Coﬁmunicqpion & teléphone

4. Common”Sense

’ 5. Aégearance

3, 7
a‘)



~AFFECTIVE SKILLS

Work Attitude Skills

~

Reliable 1n attendance and punctuality Food Ind. 1 Retail 2 Service 2 5
Cooperates with teachers/supervisors and peers/co-wkrs Food Ind. 1 Retail &4 7
. Wholesale 2
Uses appropriate .language and interpersonal communicationskills Retail 2
15
courteous Retail 1, Fepd Ind. 1 Personality Retail 9 Service 3 Service }
Maintains clean and neat\;;begrance (appropriate to setting)Retail 5 5-
Displays honesty Retail 1, Medical 1,Wholesale 1 ' 3
Displays motivation and interest in work Food Ind 3, Retail 3, Mach. shop 1 ) 8
i Service 2
Able to adapt to changes in work envoronment and routine Service 1 1
will gﬁFk assistance when needed Retail 1 ) 1
Shows respi‘blfor tools and equipment Service 1, Engineering 1 2
Accepts correnctions and criticismé
Work Performance Skills - -
. i d
Follows instructions, procedures Construction 1 1
Abides by safety reles and procedures Retail 1 1
Regembers procedures, locations without reminding  Serivce 1 1’
Works independently Service 1 . 1
Performs work with accuracy Retail 2, Service 2 4
Assumes responsibility Retail 1, Service 1, Wholesale 1 3
Shows good judgement and,problem solving‘skills Food Ind. 1, Manfu. 1l,Paper 1, ’
Computer 1 . 4
Completes assignments-on sghedule
Ablé_to organize York tasks
Able to stay on task without becoming easily distracted
Work Tolerance Skills
Performs will under stress Constrgction 1 1
Shows normal physical strength and stamina__ Retail 2 2

Willing to do same job repeatedly

Able to concentrate for normdi- k periods

Q Performs consistently in normal wo k periods ﬂ!r

IC N B
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Attachment fourteen

COGNITIVE SKILLS .
Qpantitive/Materlal

Uount-Food Ind 2, Mantu. 1, Retail 8, Service 1, Wholesale 2

12
Read numbers and Record-Food Ind.l, Wholesale 1 ‘ 2
Add/Subtract Food Ind. 3, Manfu. 6, Retail 11, Mach shop ‘1, Service 1, 24
Paper Ind. 1, Wholesale 1
Multiply/Divide-Food Ind. 2, Manfu. 2, Retail 11, Wholesale 2 17
General Number Use-Food Ind 4, Manfu. 6, Retail 19, Mach shop5 , Service 1, 41
o Pa;er 3, Wholesale ¥
4
Familiar with monetary values Retail 1 ) . 21
£
Verbal Skills
Reading Level Food Ind. 1, Manfu 5, Retail 17, Service 3,Engineering 1 28
Wholesale 1 : ‘
~ 4
Reading Rate Manfu 2, Retail 2 4
Spell commonly used words Food Ind. 1, Manfu 1, Retail 9, Service 4, Paper 2 17
Verbal communication Food .Ind 1, Manfu 5, Retail 19, Service 5, Paper 2, 33
Wholesale 1
Wwitten communication Food Imd. I, Manfu 4, Retail 7, Service 1, Paper 2,
. - 17
' Engineering 1, Wholesale 1 . —
Comprehends and can follow verbal and/or written instructions Manfu 1 , 5
, Retail 3, Paper 1
Record information »
Perceptual Skills
Auditory discrimination Manfu 1, Paper 1 2
Form perception Retail 3 ) 3
Space.percepcion Retail f; Engineering 1 3
» Color perception Retail 3, Construction 1/ 4
. .
“Youch discrimination Retail 1, Cofistruction 1 2
Language Skills
Listening Manfu 1, Retail 2 - N : { 3
Gramatipal expression Service 1 1
Nonverbal expression "
o .-
Psychomotor/Physieal Skills
Physical strength Food Ind. 1, Retail 3, Trucking 1, Construction 1 . '6
O N . ‘ . . —
[ERJ!:Hand—eye coordination Food Ind ‘1, Retail 1, Trucking +1 "3

IToxt Provided by ERI
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Manual dexterity Retail 3

Mobility
Equilibrium/balance

Other categories frequently indicated

Mechanical Manfu 7, Retail 4, Mach shop 1, Service 5, Trucking 2,

Construction 1, Engineering 2,

Technical (comments)

typing

office skills, key punch (5)

fashion sense .
driving

delivery .

electrical skills \\\

computer

carpentry

sewing

sales

business sense

22
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SKILLS NEEDED FOR EMPLOYMENT }00 you assessi How do you assess If known, what " | Is skill If yes where does As an employer,! Other informa-
“thig skil1? | tmis skill? level of skfll is] needed individual learn .are you wilting| tion that
f(C\rcle One) .| A. Applacation Form required? (i.e. prior to the skill? to train for | might be &
! . B. Interview 6th grade reading| employment? | A. School this skill? telpful to
X | C. Pre-enploymgnt Test level or specify | {Circle One)| B. At Home (Circle One) the LMF?
i ' 0. Performancd Evaluation| what reliable C.. Prior Employment | .
i | €. Other (PYease Specify) | attendance means D. Other (Please
: t £ Al the above to you) Speci fy) ' .
' l E. A1}l the above.
A\ K| T il
COGNITIVE SKILLS ! ' .
1. General nurper use (add/ i ' ' "
subtract, multiply/divide,
count, make change and . | Yes ) no| N/A yes | no ' yes | no .
‘ work with roney, measure- TN
__ment use} o -4 . ~- :
* 2._Verbal cenmumcation __|yesinoj WA yes | no yes | no e
__A._Approprrate language ;¥es 1o N/A yes | no ves im0 |
8 Gramear ]yes] no ' N/A I . y&s | no. yes { no <£
et e s G SR A C B
3. Listemdng ,r){e_s_ no| N/A yes | n0 yes 1 no B %01 2
4. Readng __ |yes [ no| WA yes o |, yes | no <8
A. Following written ];yes no ! N/A yes | no [ yes | no 'C“, g
instructions ‘“_*_“r”_‘}‘____ .__‘_,__L__§_ ! S :O' l"=D
B, fupropriate rate for ‘yes no | N/A . yes 1 no. I 4 yes . no '-3—': o
material } | e U R . D |
R S SH S NI SNSRI RPESES IRt L L ) =2 |3
, yes + ng | N/A yes | no yes | no o |4
5. Writwng $kalls RARE S B . % - ,-r<-, g
A Correctly completing ’ . .
"2 Job application yes | no | N/A yes | no ) yes | no 218
f3rm i - ) -
SN L2 DN SUNNN QUG SO - . SR I -
B. Proper use of grammar _, Yes | no N/A - yes | no yes | no _
N (e e ALLULLSURE Ay Tp A g 3 — - ———
C. Cocplete sentences yes | no | N/A yes | no yes | no
. weennecessary . 1T Lol 2 b e -
6. _Logwile hand wroting yes | no _N>/.A‘~ A 1 ) -‘ye.S-ﬂ“n.Om NH}:‘-‘”S.” no L
7. Accurste spellthg yes | no; N/A . yes 1 no 4. ___Yyes\| mo- e .,
I »”
OTHER SYILLS
1. Mechanical reasoning ____ lyesino i NA e yes | ho yes 1.0 —
2 Prysical strength  _ 1yes no _N_/.“_+____,_,_,,,L__,Q_._uk_,_“,,_____ Qe ire e | i
JA. Stamina (si1tting, yes | no | N/A 1 yes | no yeés | no
U stanang) L B S L IV TR N
'8 Liftang | yes i no | N/A Ve 0 e L
¢ Balurce’ jyo% 1 1o N/A . ______L [ | yes ﬁno‘"_" R yes _;,gn_o,,;_,, e :
D. Desterity ___mlyesino;m_ e e “.yej_i_ns)_“ s
£ Coordination yesyno [ N/A | ¢ U U B IEAME R I ISV Ayesﬁ,.L‘nP_" N U
; tion U AR S B
, * . . _ <
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SKILLS NEEDED FOR EMPLOYMENT Do you assess | How do you assess 1f known, what Is skill 1f yes where does As an employer, | Other informa-
this skill? this skill? level of skill is| needed individual learn are you willing | tion that
(Circle One) | A. Application Form required? (i.e. prior to the skill? to train for might be
B. InterView 6th grade reading| employment? | A. School this sk111? helpful to
, C. Pre-employment Test level or specify | (Circle One)| B. At Home (Circle One) the LMF?
D. Performance Evaluation | what reliable C. Prior Employment
' E. Other (Please Specify) | attendance means D. Other (Please .
F. A1l the above to you) Specify)
. £. A1l the above
AFFECTIVE SKILLS .
1. Displays motivation -y ; noj N/A yes | no yes | no
__and interest in_ work ) .
2. Cooperates with super- yes | no| N/A . yes | no ' ves | no
_.Vvisors and co-workers
1 a2 TR T —t
A. Accepts corrections yesino| N/A yes | no yas | no
.._.anc criticisms .
8. Able to accept yest no| N/A yes | no yes | no
N __.__8uthority .
3. Reliable )_n_‘a.t‘tendance yes | noj N/A yes | no yeg | no
4, Reliadble 1n punctuahty yes i no| N/A yes | no . yes | no
S, T T T =1 T -3
¥zintans clean and yes| no| N/A yes { no yes | no
__neat appeavance L 4 ... . .
(oo}
N 6. Shows gond Judgment - es | no
and uroblem solving yes | no! N/A ' yes pno . y
skills ol
SRSl e p—t -
A. Able to work indepen- -,
dently without con- yes | noj N/A yes | no yes }no
. wm Supervision L___:_ yar _ ——
B Sho'/s respect for yes | no| N/A / yes | po yes | no
tools and equiprent | " | | : —
C. Abhides by safety yes|no| N/A L yes | no yes | no
rutes and procedures | Tl 4 1.. . ——
_ D._hble to orgamize tasks| Yes|no| N/A | yesjino___. _yesgmo o L
£. Able to stay on task ’ yes | no
withoul becoming yes{noj N/A yes | no
easrly distracted 4 V1 . r . I .
¢ F. ?:';”OS ro,ponsval— yes | no | N/A yes { no yes | no
[ U DU DU
7.. Performs work accurate]_y yes [ 'no| N/A | _yes no yes 4
_ A Duality i yes[ no | N/A | _ e e biyesgmo o fyes e
90 e peogwetion Lyes|motNA o Lyesime |y o 9]
CCoSpeed | Lyestmolwal oo lwssthee 1LY
i . N ¢ . - . |
]: Q - .
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Attachment Sixteen

STUDENT REFERRAL
TO THE WISCONSIN YOUTH INITIATIVE PROJECT

THE FOLLOWING LIST ARE INDICATORS.OF PROBLEM AREAS A YOUTH MAY BE EXPERIENCING
WHICH CAN RESULT IN POOR SCHOOL PERFORMANCE. THERE IS NOW A PROGRAM AVAILABLE
THROUGH THE WISCONSIN YOUTH INITIATIVE (W.Y.I.) TO ASSIST THESE YOUTH IN
COMPLETING THEIR EDUCATION. IF YOU BELIEVE YOU HAVE A STUDENT IN YOUR CLASS
WHO IS IN JEOPARDY OF FALLING BEHIND IN CREDITS OR MAY BE DROPOUT PRONE, PLEASE

COMPLETE THIS REFERRAL FORM AND -SUBMIT- IT TO: ‘
REFERRED STUDENT'S NAME ‘ DATE:
THIS STUDENT HAS EXHIBITED THE FOLLOWING: CHECK THOSE WHICH APPLY:

1) POOR OR ERRATIC ATTENDANCE RECORD '
2) 'REPEATED TENDENCY - TOWARDS TARDINESS
3) EXCESSIVE DISRUPTIVE BEHAVIOR IN THE CLASSROOM
4) LOW ACHIEVEMENT IN DAILY CLASS ACTIVITIES ‘
5) POOR OR FAILING SCORES ON TESTS
6) LATE OR MISSING HANDING IN ASSIGNMENTS
7) INABILITY TO RELATE TO PEER GROUP
8) INABILITY<T0 RELATE TO AUTHORITY FIGURES
9)" LOW SELF-ESTEEM
POOR SPEECH PATTERNS(&%}NABILITY TOVUSE LANGUAGE EFFECTIVELY
11) INABILITY TO CONSTRUCT PROPER SENTENCES/POOR SPELLING ABILITY
12) _POSSIBLE DRUG OR ALCOHOL PROBLEM l
-~ 13) POOR COMMUNICATION BETWEEN HOME AND SCHOOL
14) TALKS ABOUT QUITTING SCHOOL

15) . ADDITIONAL COMMENTS:

\\\\\ ® . - .
NOULD YOU BE WILLING TO MEET WITH ME TO FURTHER DISCUSS THIS '
STUDENT?

TEACHER/GUIDANCE SIGNATURE (OETIONAL)
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_iskeasv to redch. The participant's decision to attend may be based on

Attachment Seventeen

v

GENERAL CONSIDERATIONS IN PLANNING
AN INSERVICE MEETING

Mechanics

A well-conducted and smootnly run training session contributes to
the effectiveness and sutcess of the training. Careful attention to
details in preparing for the sesston will insure a smooth delivery. The
following outline presents considerations and details which are important
in planning an inservice training session.
When ) *

since there are numerous details that must be taken care of, adequate
t ime must be allowed for plarning. Four to six weeks 1s suggested as the
minimum time needed for preparation, - ’

To choose a suitable date, the trainer needs to:
- Select a few alternate dates,

- Learn which of the dates are best for a majority
of participants, (It is :gigom possible to find
one daté that is conyenieri®for eyery person who
wishes to attend.) It is adyisable to discuss

_ tentative dates with administrators. This helps
promote.a better relationship and cooperation,

: ‘ - Learn if rooms are ayailable at the chosen time, :

Where , o . .

N -

The first.consideration is to locate a convenient meeting place that

the, convénience of getting to and from the training site, The trainer
must be sure that the site is accessible to handicapped speakers or par-
tlcipants. 5

‘ In $Chedu11ng a meeting room, specific arrangements,need to be
mdde./ N . |

‘ \ «

5 . - An- approprlate size ; .
- Correect number of Cables and chairs

+ = Suitability of rooms for audio-visual presen- /'
tation (Do windows have adequate shades or T
covering to darken the room?) .

- Arrangement of the tables and/or chairs d
‘ (classtobm, conference, theater or hollow o
' © »  square style). The conference or hollow i
. v square style is most desirable and most \
congnpive'to discussions. ' .

- Arfgnéementq for. small gronp actiVities:if néeded
- A lectern or poqium . Lo Loy

~N“"Pitchers of ice wategpand glasses~on the tables

A
) v

. . N -
14 ) ' J 3 [ b .
] or ’




Yo

B . N . . N
- \ -
-~ ’ , -~
¢ Y s

g

Other ronsiderations are Luéted Below -, ‘ . “'

A well lit room that is adequately heated and .
ventilated is important. Acoustics should also . S

LY

be checked. . - . co ¢ l
- Check for ample“parking and adequate restrooms. ~ | . S
. - Find out if special keys will be needed for . , (
-~ evening sessions.' . e A l

2asonable eating" accommodations should be

wvailable. ) . : R
] - If the trainifig sessions are to be-held out of . .. ’i
. thwn: it will be’ necessary to work with a hotel B,
- ypifgP schedule adequate meeting rooms and a .8

Z .
E {jgb{ﬁ cient number of sleeping rooms, both single' :
- ““dpd dbuble’ occupandy Also be sure that there- -

‘ o 7 adqguatenfooﬁ service available. , Special’
room rates are often .available. ' C v R
N . “Invitation” * i”‘. . S ‘
Contact ébe part1c1pénts early Enough Be aware that participants
may need to adhére to certain time requirements for Telegse frOm their
. normdl workfs edule. . L . e C -

The 1nv1tation ghould include' : . o ‘ . Lo l

- goals and descriptions of training session . - e

- place (complete address including city and state) S ‘ ’t : \
: .~ time (beginning and ending times)

- date(s) -t cl _ L .

.- name of group Presenting the.training session .- e
(including address and phone) o g

v -
e ~ .
. L

- - request for:a “will or will ot attend” resporse. .

Lo lnclude a dead1ine date for this. response« CN - s, 1
- additional information such as "Bring the MR .
“ + following materials..." or "Pleasé specify any » .
, special,accommodations you may need".’ e e N

Keep careful count of all who are.attending ‘Follow up when necessary

K -

[0

J , . ) ) N X ‘“'
Addztzonal Iﬁfbnnatzon e e L L
' -

- 1’1‘9"‘1‘18 name tags.for everyone at’ the - -7,

v

‘~training session. . L P

= Refreshments,.particularly coffee and tea, are

< " .. appreciatedvby the- participants and contribute T L ‘
vo® . to a successfui training session. , R - o
' . -1t is advisable to schedule breaks after 1 1/2 Ty
. N . . to 2 hours of training Participants appreciate ok
: ‘the aVailabilfty>of refreshments during breaks. Coy

. }

" - - . -
M . N % o~
. v
. [ -~ PR ' SO Y
0 ~ s ’ » . .
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Following the above suggestions will not guarantee that youw will
conduct a successful conference, but will increase your confidence and
peace of mind. !

The following list, taken from Bakeman (1972), will help minimize
problems and eliminate potential frustratdion and embarrassment:

- spare lamps for all projectors

- extra lenses (or zoom lenses) if you'll be
using different size rooms

- lens cleaning tissue N
- masking tape (at least one inch wide)

- AC extension cord with at least two connections’
. fyou might need more).

- adapter plug for grounded AC plugs
- film and tape take-up reels LY

- slides already in trays and checked to make
ssure they are in properly

any cords needed to connect equipment

enough copies af handout materials for everyone
in the class

Preparing the Agenda

To increase the effectiveness of the workshop, it is useful to survey
the participants regarding their 'needs and areas of expertise. Such a
pre-working survey aids in planning activities to meet the specific needs
of participants &

Once survey information has baeen gathered, an agenda can be prepared
Consideration should be given both to meeting the organization's needs and
allowing for the individual differences among participants. . Careful
planning can make it possible to accommodate the varied levels of experience
and the varied areas of interest among persons attending the workshop. In
‘some instances it may be useful to group participants for peer teaching
activities. For example, a special education and a vocational education
teacher who are both interested in helping léarning disabled students
<ucceed in vocational-.education programs, may wish to work together to
plan modifications.

In preparing an agenda, it is useful to plan for specific units of
time. It is also important to select those audlo-yisual materials and
equzpment which will best meet the stated needs of participants. Be sure
to schedule, well in advance, items such as film, video tapes, projectors,
screens, televisions, blackboard and chalk. Before the training session
begins . be sure that all handouts, worksheets, paper and pencils plus other
materials that will be used during the sessions are on hand.

EVALUATION

<

The purpose of evaluation is to provide information upon which
future plans can be based. Different kinds of evaluation should be
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performed by the various parties involved in the inservice effort. The
trainer, the participants and the organization's administration will
each have a different view point from which to evaluate the inservice
program. A

The trainer or workshop leadef may wish to use the chart attached
with this handout to assess his oy her effectiveness after each session.
Participants should be asked to .provide feedback on the effectiveness
and appropriateness of the workshop. Its format, length, materials,
organization and delivery should be considered. ,

L]

-

In,addition to evaluating the workshop itsel% assessment of the
long—term effects of the inservice program may be desirable. The organi-
zation's admimistration may want to determine whether participant's atti-
tudes or behaviors were affected by the workshop. A follow-up survey
or a comparison of behaviors before and after the workshop could be
developed. Any such evaluation should be based on &€ goals and needs
of the organization, and should be considered while planning the inservice
program. '

N

g ’

-

N
From: Tindall, et. al. Puzzled about educating special needs students?
liser's Guide for the Handbbok on Modzfymg Voeational Curricula for
Handicapped Students. Madigon, Wisconsin: Wisconsth Vocational Studies
Center, 1980. -Excerpted from Chapter 1, "General Considerations in Planning
an Inservice Meeting!




Attachment Eighteen s

» ‘
PROGRAM EVALUATION PLANNING WORKSHEET

. This worksheet 1s designed to aid a rultiagency evaluation” team in sorting through -
some of the bas®c steps in planhing a research project. The planning tasks sug-
gested are,not all inclusive and should be expanded as needed for a particular
project. '

1. Goals of the program to be evaluated (spéct{y by agency if appropriate):

——

. 2. List the timetable for completing each of the following activities of the
planned research projects:

Starting Date Finishing Ddte
a. Designing the Study ‘ . e
b. Data Collection
" Data Analysis

d. Completed Report
e. Action on the Results

: . SR )
3. List the specific ro]géraf4each team member in activities (a) through (f)
below: N :

-~

Name and Agency

Designing the Study

Data Collection -

Data Analysis/Interpretation .

. Writing the Report

Reporting the Results - -,
Actt:g on the Results ’

- ® o O o @

4. 'lIdentify the sources of available data for the study:

Location(s)
Manual Student/Client Records

o o

Other Manual Records

. Computerized Student/Client Data

Computerized Agency Data

. Manual Aggricy Data
Machine Readable Data Available

2

e

[

O «Q -+ (D a O
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Figure Twenty (contd.)

s 5. Qutline the daté collection

methods to.be used:
’ ﬂbpu]ation & Agency from which
data will be collected: (7

a. Surveying a sample
b. Obtaining.data from manual ) . '

records
c. Obtaining data from MIS
d. Other ~ ~
6. Stafistical Analysis used in the study: '
a. Correlation ana]ysié
. b. Test of significance
- 6. ﬁrequenCy and.percentagé .
d. Other
7. Methods of’[&sseminatidn: )ffﬂh presented by  presented to
a. Highlights or abstract ‘
b. Report to Certain Personnel
only
7. c. Formal Repopt

d. State or"nationé]

e.
f.

publication

News release -
Other : N

L]

8. What are’the p6§§ib1e implications of the evaluation for service delivery?

a.

b.

C.

9. What are the plans for iqplementing the pnssible recommendations which may be

'indicated, by the results“of this research project. .

»

b,

C.

10! Additional Notes and Comments:

+
-

‘* .

dapted'from the Research Project Planning Worksheet (Author and date unknown).

90 .
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8

The resources listed in this sectjon are a compilation of selected
materials available to the reader who seeks .further information on voca-
tional assessment. The materials cover such areas as suggested instruments
and techniques to use in diagnostic and compreﬁénhive assessment, how to
select an instrument, and general issues related to the field of voéétional
assessment. Information pertinent for determining competencies necessary,

- for emp]oyment is also 1nc1uded Additioné]]y, several studies are

mentionéd whlch descr1be possible approaches for developing a coordlnated

asse§sment process in the service delivery system

The bibliography 11st1ngs are‘in alphabetical order by author,
fo)lowed by a short summary. -Ihe materials in this section can be useful
to administrators, teachers, counselors, assessors and profess{onals in
emp]oyhent and training programs in their efforts to meet the vocational

and career planning needs of individuals they serve.

Loy
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Backer, -T£. Client assessment: A manuqﬁ for employment and training
agencies. Los Angeles, Califarnia: \ Edward Glaser and Associates,
1979. . :

This volume provides information employment and training agencies
can use in 1) developing and operating client assessment programs;
and 2) identifying, adapting or developing special assessment techniques
for severely disadvantaged clients. In the manual, basic concepts of

- client assessment are presented, followed by stratedies for assess-
ment program development (including how to retrievefneeded informa-
tion), and finally information on a range of speciffic,assessment
techniques. (Abstract) ~

Batsche, K., and -Zaorski, M: Competency based%eporting: A programmed .
-learning manual for use by vocational teachers. '

* +

. This manual describes the process used to develop the Competency
Based Reporting System. The system provides two purposes: 1) T%e
development of competency lists for vocational programs to assist
instructors in ohtaining a working knowledge of the skills taught;
and 2) a listing of competencies which assist employers in judging
a student's level of knowledge and skills. The contents of, the
manual contain such information as pre-employment competency list,

"mathematics skills competency list and a sample of competencies
needed in a specific occupational arsﬁ.

-

Botterbusch, K. A comparison of seven vocatignal evaluation systems.
Menomonie, Wisconsin: University of Wisconsin-Stout, Stoyt Vocational
Rehabilitation Institute, Materials. Development Center, 1976.

This publication comparés' the TOWER system, Philadelphia JEVS Work
SampTe Battery, Singer Vocational Evaluation System, Talent Assess-
ment Programs, Wide Range Employment Sample Test, McCarron-Dial
Evaluation System, and the VALPAR Component work sample series.
Comparison points include information about the developer, organiza-
tion of the system, process followed, administration procedures,
scoring and norms, client observation, reporting, purposes, training
requingd, and technical considerations. ' -

-

» )

Botterbusch, K. A comparison of four vocdtional evaluation systems.
Menomonie, Wisconsin: University of Wisconsin-Stout, Stout Voca-
tional Rehabilitation Institute, Materials Development Center, 1977.

This publication compares the COATS, Hester, Micro-TOWER and VIEWS
vocational evaluation systems. Comparison points include information
about the developer, organization of the system, process followed,
administration procedures, scoring and norms, client observation,
reporting, purposes,-training required, and technical considerations.

..
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. Cooney, J. Linking math, reading and writing skills to jobs. San
Mateo County, California: CETA Prime Spopsor Office, 1981.
{The manual describes a process deOe]oped by San Mateo County
CETA to identify the basic skills required for entry into training
programs in their local area. Once the skills are identified, an
individualized instruction plan is developed to help a client
k) achieve the skills needed for entry into a program he or she has
selected. The basic skills claskes are specifically directed at
the skills which need remediation, helping to make the material
covered in the class mofe relevant to'the client: The individualized
instructional approach allows each client to move at his or her own |

pace. a ‘o
- . ' )

~ .

-

Flad, H. Assessment and exploration program. South Natick, Massachusetts:

Memorial School, 1979. .

This manual describes a two year program for juhior'high school age
students. The firstyear offers exploratory experiencés using a
variety of vocational awareness activities and simulated job sample
/// kits (Project Discovery). The second year of the program involves
_vocational assessment with the specific objective of helping studénts
) set personal vocational goals. A program outline and description
. of sresponsibilities of the professional staff involveéd in the “program
, are included.

¢ »

.

3

Gemmill, P. Characteristics of disadvantaged learners. College Park,
Maryland: University of Maryland, Department of Industrial Educa-
tion, 1979. T4 '

~ This booklet is one oF a series designed to assist vocational educa-
.. tors with disadvantaged learners. The series was designed to develop
- competencies needed by vocational teachers working with.disadvantaged
’ learners. This specific booklet is a learning activity package to &
" " adsist vocational educators in .defining.the term *disadvantaged

learner”", identify the chafacteristics of disadvantaged learners, and

r

. .. facilitate the identificﬁtiop of-disadvantages and strengths of a
' selected disadvantaged student. : R .
» s - .

Gemmill, P. Diagnostic assessmgnt of disadvantaged vocational learners.
College Park, Maryland: University ofsMaryland, Départment of
Industrial Educdtion, 1979. .

> » e

This booklet is one of a series designed to assist vocational educa-
' tors with disadvantaged learners. The series.was designed td develop
competencies needed by vocational teachers working with disadvantaged
learners. This specific booklet is a learning activity package
. which describes the types, assumptions, benefits and cautions of N
@ diagnostic tests, describes the role of the vocational teacher in ~

administering vocational tests.and assists the collection of . .
diagnostic information about the disadvantaged learner. ‘.

Q ’ . .
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Grisafe, d.P. Vocational assessmentshandbook. Los Angeles, California:
.0ffice, of Riverside Gounty Superintendent of Schools, 1983.

The informatigg provided within this document i% intended tJ give an '
introduction to the use of vocational assessment instruments and an
overview of a number of vocational assessment instruments. The doc umen t—-"
is intended to give the user a quick reference to mary of the popular
assessment instruments in us®& Additionally, information ‘s provided
on instrumént venders with the corresponding assessments they supply.

~ e

IoWé_Department of Public Instructfﬁﬁf‘ Vocational agsessment systems:
Application in programs serving special needs populations. Des Moines,
Iowa: Towa Department of Public Instruction, 1973.

In 1973, The lowa Department of Public Instruction sponsored a
workshop which addFessed issues surrounding the use of vocatigmal = -
, assessment systems in programs which serve special needs popula--.
tions. The document contains summaries of presentations which
cover not only general topics such as "Vocational Assessment: What '
.Can+Be Gained From It" and "Assessnent Systems in éareer Development
Programs” but also presentations on individual assessment tools such T
as the Singer Graflex system, the JEVS system, the TOWER, the Wide
Range Employmerit Sample Test, and the.Talent Assessment Tests. * -~

. Johnson, M.T., Ho, C., Shellberg, K., and Perez Gomez, J.M. Bridges to
employment: Practices for job develgpment, placement, and follow-
through of unemployed youth for vocational education and manpower

training - Book two. Columbus, Ohio: The National Center for
Research in Vocational Education, The Ohio State University: 1980.

This manual, was designed to accommodate the different levels of
understanding and information needs of local administrators, teachers
and counselors in developing guidelines and strategies for working
with the disadvantaged. The manual lists verified vocational educa- .
tign activities that relatg to job development, job placement, and . )
- job .fo1low-up/follaw-through services. The activities incorporate
.information on employability skill development, occupatiqns and
., labor market, job search training, stydent needs assessment, and y
. studént development. - An annotated btbliography-is also included
- for further readihg: : '

-
;
o
1]

-
.

. %= ﬁ
Kapes, J.T., and Mastie, M.M. (Eds.) A counselor's guide to vocational
guidance instruments.. Falls Church, Virginia: The National
Vocational Guidance Association, 1982.
) . ’ -~

This guide lists forty individual test entries describing such
general information as the target population, the amount of time
to administer it, how to score the test and the norm group(s)

on Whith scores are based. After the general test description
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1S given, a br1ef critical review of the instrument's strength&

and weaknessés by professional(s) of acknowledged expertise is
. provided. Users will also find a compilation of brief descriptions

Y of over seventy tests and inventories and a bibliography of'a

number of the best current referénce sources in-the.area.of testing
_should readers find themse%ves with areas of weakness.which need
strengthening.

»

..

e . - .
Kaufman, B.b., and Griffin, M. Development and use of assessment instru-
mentation to reduce barrier$ to employment: Final report. Madison;
Wisconsin: Wisconsin Department of Public Instruction, 1979.

This réport describes a study done by the Department of Public
Instruction under a grant with the Governor's Emplayment and Training
Office. The study collected data through questionnaires to employers

for the purpose of obtaining information on the basic academic skills, _

.~» basic life skills and personal and jobsrelated behav1ors which were
necessary for obtatgj g and matmtaining employment. Add1t1ona11y,
data werecollecte the degree to which each of the skill areas was
measured in the hiring process. Results of the questionnaires are
listed in several tables to give the reader a detail pictwré of the
responses made by employers representing various sectors of the
business conmun1ty

Kazanas, H.C. Affective work competencies for vocational education.
Columbus, Ohio: The National Center for Research in Vocational
Education, The Ohio State University, 1978. ’ i

This manual discusses a study conducted to determine what affective
competencies were believed to be important by members of both the
educational and employment sectors. A synthesis of the resmlts was
done, with the study identifying sixty-three unique.affective work
competencies. The study reached several interesting conclusions.
Two examples of the study's conclusions are: 1) Therewasa lack
of continuity between educational institutions and employing organi-
zations; consequently, some of the affective work competencies

+ identified by educators have been inconsistent with what industry
wanted or needed; and 2) The inability of researchers to identify
aM objectively measure affective competencies was found in both
industry and education. This second conclusion of the study
appears to indicate a need for the development of reliable, valid,
and objective measuring instruments. Recommendations and guide-
lines for an affective work competencies inventory are provided.
(Agstract) v

¥

Mehrens, W.A., and Lehmann, [.J. Standardized testsﬁlg_pducat1on
New York: Holt, Rinehart and Winston, 1980.

The authors provide information for ¢lassroom teachers, counselors
and school administrators on how to select, adm1n1ster and use
standardized tests correctly.

8  1uj;
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Nadolsky, J.M. Vocational evaluation in the public schools: Implications
for future-practice. Journal for Vocational Special Needs Education,
1981, 3 (3), 5-9. :

Th1s art1c1e discusses the role of vocation uation in the
public schools. The author points out tha ional evaluation
enables s%udents to learn about themselveS ii relation to the art
of working. The advantages for having a vocational evaluation in
the schools for curr1cu1un1des1gn and for estab11sh1ng future

tra1nTng\3eals is outlined. .

"”AI ! L ’
Peterson; M., and Hill, P. Vocational assessment of students with
_ special needs: An implementation manual. Commerce, Texas: Occupa-
tional Curriculum Lab, East Texas State University, 1982.

g

This manual is designed to be used as a resource by profess1ona]s
when developing and implementing a vocational assessment program.

A description of the three levels of assessment is “included as a
model for organizing a vocational assessment process. Information
about various assessment instruments and their use is also described.
the manual can be helpful to adm1n1strators, teachers, coynselors and
assessors.

., , R
- -

Peterson, M., and Housley, W. Entry sk1115 needed for special needs
students in vocational programs. The Vocational Guidance Quarterly,
1982, 31 (2), 149-153. )

The article describes a process for gathering information on needed
entry level skills for vocational programs and the teach1ng styles
-of the vocational instructors. A training amedysis form is included
to 'illustrate a format 'for collecting the information. Once the
skills dnd teaching styles are identified, the authors suggest how
the information can be used by professionals when working with
spec1a1 needs students. One area where the information can be
1ncorporated is in the vocational assessment procgss.- The authors
state that vocational assessment specialists can dttermine specific
information that is needed concerning a student. 'A more accurate
vocational assessment can be provided by selecting the assessment
techniques which will yield the necessary information.

[N

Phelps, L.A.- Instructional development for special needs learners:
An inservice resource guide. Urbana-Champaign, I11inois: University
of I1linois, Department of Votational and Technica] Education, 1977,

The resource gu1de contains information on how to develop a learner
analysis profile. The skills dare divided into several categor1es
covering ‘quantitative/numerical skills, verbal skills, cognitive

skills, pergeptual skills, language skills, psychomotor/physical
skills and "social skills. A form has been designed to allow an
individual to indicate a student's strengths and needs with space
provided to document the behaviors observed.

-
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Posey, V. Arizona. model For vocational assessment: A procedural*guide.
Tucson, Arizona: .University of Arizona, College of Education, 1982.

,

This procedural guide presents a technique for organizing information
about an individual for thgﬁpﬂfﬁbse of vocational/career planning,

It can be used as a basis f6r a system of data collection and
reporting. The focus of the guide js on vocational assessment, .
providing metheds to assist people make decisions concerning jobs and
careers. The guide is divided into several séctions. Examples of
the areas covered are job awareness, work habits, skills and .
abilities, interests and daily living habits. Information is also
provided on selected vocational assessment,instruments @nd techniques.

‘
L]

Priestley, -M. Performance assessment in education and training: Alternative
techniques. Enghewood Cl1iffs, New Jersey: Educational Technology
Publications, 1982. -

. ) &
The author covers several aspects of the assessment process. Such
topics as designing an assessment program, types of assessment
techniques and program requirements are discussed. Specific chapter
contents include test,design, simulations, observational as§e§sment
and paper-and-pencil assessment. The book provides an overview of
assessment and offers_the reader a description of various techniques
which can be’used. N

»

Schilit, H., and Lacey,~R. The private sector youth connection, Volume 1:
School to work, a planning manual for educators and business people.
New York City: Vocational Foundation, Inc., 1982.

* This manual provides information on models which were effective in
preparing youth for employment through cooperative efforts by
education and business. Programs were selected for innovative
elements and for organizing and funding strategies that could prove
instructive to others interested in planning public-private initiatives
for education. _The 55 programs profiled were highly rated by -school
admiqistrators, teachers, students and employeTrs. ) ’

M

\

Se]z,.N.{ Jones, J.S., and Ashley, W.L. Functional competencies for
adapting to the world of work. ‘Columbus, Ohio: The National Center
for Research in Vocational Education, The Ohio State University, 1980.

This study was conducted to inyestigate Where competencies involved

in obtaining, keeping, and changing jobs (occupational adaptability),

and in performing basic consumer activities such as buying, selling,
saving money, or managing personal income should be taught. The" N
premise of the study was to find out if teaching such competencies

was the responsibility of the home, the school or the work place.

The objectives of. the study were designed to establisf & baseline

set of data that could: 1) contribute to a better.understanding of

the roles and responsibilities of schools, as well as those of the

‘A
) o
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home and work place, in preparing individuals to be occupationally
adaptable; and 2) provide guidance and direction in planning and
developing educational curricula and programs intended to teach
those competencies needed for the world of work.

Semmel, D.S., and Goh, S.R. Se;GXng the special needs pupil in voca-
tional education: Mdinstreaming and program planning. -Santa

. Barbara, California: -University of California- and B1oom1ngton,

’ Indiana: Indiana Uﬁivers1ty, 1982. .

’

.

Chapter Three of the manual provwdes readers with a comprehensive
checklist for evaluating a student's joB~relevant characteristics.
Add1t1ona11y, an assessment Treference guide has been :included with
a chart that lists available asSessment instruments to obtayn data
on a student in such areas as vocational Tnterest, apt]tude voca-
tional readiness, and vocational skJ]]s

Tadgé}t, R. A fisherman's guide: An assessment of tnginiﬁg¢gnd remedia-
. tion strategies. Kalamazdb, Michigan: The W.E. Upjohn Institute for
£mployment Research, 1981. ’ ,

This manual is an extensive study and review of training and ‘remedia-
tion strategies in the CETA system. The focus is on the need.to
reorient the ends and means of CETA through-gradual realigniment and
development of new training activities and gu1de11nes A section of
this study deals with assessment based on Taggert's conclusion that.
. uniform, federally mandated competency assessment systems should be
A - adapted ‘to measure academic and vocational skill acquisition, to
organize individualized, self-paced instruction, to Jjudge the
effectiveness of training institutions, and to certify competencies
attained.

«

u.s. Departmént of Labor. Intake and assessment: CETA program model s+’
MWashington, D.C.: Employment and Training Adm1n1stratgon; 1978

The monograph is a summation of 1nformat1on on intake and assess-
< ment especially as it pertalns to employment and training organiza-

tions. A literature review is provided relative to the assessment.
o techniques available for use by employment and training programs.'
A Readers are made aware of methods and models that may be employed

to revise or develop intake and assessment activities, facilitate

enrollee success and offer other program benefits glot customarily

associatdd with employment and training program components.

~

]
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"Winkfield, P.W.

West Virginia Vocational Curriculum Laboratory. Competency based educa-
“ tion curriculum for common competencies. Ripley, West Virginia:
The.Vocational Curriculum Labera&ory, A981.

The curriculum outlined in the manual was develeped from competencies
, identified throudgh research as common in vocational education. The
material can be incorporated into existing vocational curriculums,
used as an independent class, used as part of an instructional media
center or used to fill in time gaps in the occupational laboratory.
Examples of the units detailed in the manual are basic math skills,
basic communication skills, occupational awareness, employment
- pyrocess skills and interpersonal skills.

14 »”
Western Wisconsin Technical Institute. Guidelines for program planning

at Western Wisconsin Technical Institute. LaCrosse, Wisconsin:
Western Wisconsin Technical Institute, 1980.

This handbook was designed to assist counselors, advisors, 1nstructors
and students in obtaining practical information pertaining to -
performance and skill requisites for over 50 vocational and technical.
programs at Western Wisconsin Technical Institute. Entry level N
performance gu7de11nes were specified in the cognitive, affective -
and psychomotor dgmains with descriptions of how this applies to

course work. The handbook provides a means for more appropriate
career COUnse11ng, realistic academic advising, and the opportunity

to offer supportiye assistance to students with spec1a1 needs.

k]

/ Stork-Whitson, K., and Ripple, G. Bridges to employme
Recruitment and counseling practices for disadvantaged, unemployed,
out-of-sckool youth in:vocational programs - Book one. Columbus,
Ohib: Th&\ National Center for Research in Vocat1ona1 Education,
The Ohio Skate University, 1980.,

Chapter.III of this manual deals with the assessment bf disadvantaged,
d, ogt-of-school youth. One section answers such questions

e in a basic skills assessment, what type of tests are
used, and when this assessment usua]]y occurs in the service delivery
system. “Another section deals with the same-series of questions, how-
ever its focus is on vocational aptitude and interest assessment.

’

. Zytowski,.D.G. Assessment in the counseling process for the 1980s. '

Measurement and Evaluation in Guidance, 15 (4),-l§:3}.

This article traces the historical re]at1onsh1p between counseling
and testing. Such issues as the decline in the use of predictive.
validity, deformalization of assessment, the impact of the computer,
new attention to testing ethics and developments in.test interpreta-

. tion are raised. The article concludes that assessment in its .
evolved form continues to be viable in counseling.

\
>
.
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LOCAL MANAGEM.QNT FORUM

Lake Michigan District

.

Melinda Waggoner
Courdinator

Covperative Educational Servue Agency 83
Cuopersirve Educanonal Servue Agency €9
Curative Rehabiuation Workshup
Divison of Commuairy Serves

Drvason of Employmem and Traning Sersyees
tarmers Uarwon CETA Programs B
Green Bay Pubdin Schunls

Job Setvece Wisvnsin
Menomanee Indian Tribes of Wisionsin

Ludwig Petersen ¥
Secretary/Treasurer/Flscal Agent
CESA #3

Corner of lake and Main Streets
Gillette, Wisconsin 54142
855-2114

Edwin Olds

CESA #9

1927 Main Street

Green Bay, Wisconsin 54301

497-.375\5 Ve

Jules Bader |

" Divison of Community Services -
Eastern Regional Office %\

P. O. Box 3730 :

Green Bay, Wisconsin 54303

497-4421

David Burke, John Birder
Elaine Gridley

Curative Workshop

2900 Curry lane

P. O. Box 8027

Green Bay, Wisconsin 54308,
468-1161 .

Jon Angeli, Bonnie' Spencer

DILHR/Div. of Employ. & Training
Services "

Lake Michiman District hﬁx“

529 South Jefferson Street

Green Bay, 'lisconsin 54301

497-4186  497-6061

Ed Woychik

Farmers Union CETA Programs
115% West Spring Street
Chippewa Falls, Wlscon51n 54729
(715) 723-6463

Q
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1545 Sixth Street
Green Bay, Wisconsin 54304
Phone: (414) 499-7428

North Central Technxcal Instrruie

Nottheost Wisconsin Community Action Program
Northeast Wiscoann Skilled Trades Improvement Program
Nuggheast Wisoasin Techasat bnstiure

Oconto Schad Dstre

Ooncwda Tobe CETA Programa

Stockberdge Mumer Tribsl (LTA Program

Unirdd Way uf Browa County

Wisionsin Private Sector fatinatives Program

FORUM MEMBERS
(Effective January, 1983)

Henry Capetillo

Farmers Union CETA Programs s
1545 Sixth Street .
Green Bay, Wisconsin 53904

497-7428

Duane Schultz, Bill Franks h
Governor 's BExploy. & Training Offlce
P. 0. Box 7972 ‘

Madison, Wisconsin 53707

(608) 266-5370

William McIntyre, Jerry Whitehouse,

Sue Todey, Joanne Kleist-Vice Chéirperson
Green Bav Area Schools

AMministrative Offices

200 South Broadway
P. O. Box 1387
Green Bay, Wisconsin 54305
497-4325  497-3986

497-3984  497-6214

Don Huntley

Job Service Wisconsin

P. O. Box 1388

Green Bay, Wisconsin 54305
497-4125

Jerry Maloney

Labor Management Council

Green Bay Edycation Association
1966 August/Street

Green Bay, Wlscon51n 54302
468 4332

Dr. Russ Paulsen

North Central Technical Institute
1000 Schofield

Wausau, Wisconsin 54401

(715) 675-3331
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Jack [Paasch, John Moes s’ Ron Kelly, Acting Director

Northeast Wisconsin Camunity Action Jim White

Ptograms, Inc. ‘ Oneida Tribe CETA Programs
1201f Main Street P, 0. Box 365

, Wisconsin 54153 One1da Wisconsin 54155

834-4621 ~869-2752
Pattly Gilson, Dave Wouters Gordon Burr
Norgheast Wisconsin Tec Shawano County Courthouse =~

nstitute ; .311 North Main Street
2723 West Mason Street ) S , Wisconsin 54116
Gr Bay, Wisconsin 54303 (715)526-5994
49845617 - 498-5613

- .. ,Paul Maxwell ‘

Jer: Samner, Larry Elliot United Way of Brown County

to School District * . 123 Webster Avenue
171} Superior Ave. Green' Bay, Wisconsin 54301
Ocopto, Wisconsin 54153 | . 432-3393 .
83445585 ) :

Elizabeth Evans Getzel

Jane Kaster, Cindi Cope Vocational Studies Center
Northeastern Wisconsin S}ulied - 1025 West Johnson Street

des Improvement Program Madison, Wisconsin 53706
1002 South Fisk Street . ,
Gr Bay, Wisconsin 54304

-49910075 . Les Olson
WI Private Sector Initiatives Program
Tri Forum Participants(Next Three) , Inc.
) 30 West Mifflin St. Room 210
William Knuth, Tribal Forum Rep. Madison, Wisconsin 53707
Joar} Delabreau (800) 362-5874
Mendminee Indian Tribe of Wisconsin .
CETA Manpower Offices Ron Hayes
P. . Box 397 ' WI Private Sector Initiatives Program
Keshena, Wisconsin -54135 ) ) Inc.
(71%) 799-3875 400 South Washington Street
) P. O. Box 969 -
* Doug Miller, CETA Program.Director - z Green Bay, Wisconsin 54305

S ~-brige-Munsee Tribal Center . ) 432-8164  834-2701(Oconto)
Bowjler, Wisconsin 54116 S
(717) 793-4111 ) .
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NAME:

ADDRESS:

EX QFFICIO:

FORUM MEMBERS:

PURPOSE:

BOARD OF LOCAL

MANAGEMENT FORUM:

ALTERNATES:

- OFFICERS:

ELECTION OF
OFFICERS:

The Green Bay Area
LOCAL MANAGEMENT FORUM "
) BY-LAWS .

Local Management Forum

4
1537 University Avenue
Green Bay, Wisconsin “54302

Governor's Employment and Training Office

The institutional membership of the Local Management
Forum for Northeastern Wisconsin are:

Cooperative Educational-Service Agency, No, 3,
Gillett; Farmers Union CETA Programs, Green Bay; .
Lake Michigan District of the Division of

Employment and Training- Services, Green Bay;

Green Bay Public School System; Tribal Forum;
ANortheast Wisconsin Technical Institute, Green

Bay; Northeast Wisconsin Community Action Program;
Cooperative Educational Service Agency, No. 9
Green Bay:; Job Service, Green Bay; and the
Wisconsin Private Sector In1t1at1ves Program, Inc.,
Madison.

’

The Local Management Forum is a multi-planning and _
service agency in Northeastern Wisconsin., The N
Forum will improve the planning and service delivery
system among agencies in Shawano, Menominee, Brown,
and Oconto Counties to better meet the needs of
disadvantaged youth, ages 14-21.

The Local Management Forum agenéies shall each have
one woting member on the forum, appointed by the
participating member organization as a represent-
ative,.

Each voting member of the Forum may have an alternate(
appointed by the parent agency to substitute for the
regular member,

The officers of the Local Management Forum shall
consist of:

Chairperson
Vice~Chairperson
Secretary/Treasurer/Flscal Agent

The officers are to be elected for the duration of the
grant by the active members present at a regularly.
scheduled meeting, properly noticed.

113
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Y “Local Management Forum BY-Laws

-

NOTICE OF The Local Management Forum shall have regularly
MEETINGS: scheduled monthly meeting at a time and place
' agreed upon -by the membershlp.‘ At least 24 hour .
notice shall be given by letter or telephone to all
members for convening a special meeting.

The Local Management Forum Director will be charged
with the responsibility of noticing all meetings.

Special meetings may be called with the consent .
of the Chairperson. .

MEETING PLACE The lLocal Management Forum will meet in space

AND TIME: provided by the Green Bay Public School System
or ih any other spaced decided by the.Forum
Chairperson and Director. The time of the regular
meeting shall be established by the membership.
Special meeting time shall be determined by the
Chairperson and Director.

VOTING: Each member agency of the Local Management Forum
shall have one vote., The .Chairperson cannot
refuse to vote. The Director of the Local Management
Forum shall not be a.voting membet of the board.
The Governor's Employment and Training Office
representative shall not have voting privileges.

DIRECTOR: The Local Management Forum Director shall be
appointed to the position by the Local Manage-
ment Forum at either a regular or special meeting,
called by the Chairperson, according to policy.

LMF LOCATION: The Local Management Forum Director shall have
. offices at 1537 University Avenue, Green Bay,
unless the Forum should determine otherwlse,

ATTENDANCE AT Each participating agency is encoyraged to have

MEETINGS: . their voting Forum member or alternate(s) at

each regularly scheduled meeting of the Forum.

Failure to be present without prior notice ‘to

the Chairperson or Director for more than two

cansective meetings will “cause the voting member to

submit his/her resignation and another institutional

representative be appointed.
13

QUORUM: ' " Is 50% of the Forum membership plus one.

s

RULES OF ORPER: The Local Management: Forum will use Robert's
Rules of Order to operate its meetings.

L\
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©  Appendix B .
Ashland/Superior Local Managemént Forum Members
(Effective January, 1982)

Joseph Zoeller . Ernedt Korpela
District Administrator CESA #1 Administrator
Ashland School District | 303 - 13th Avenue East
1000 Ellis Avenue ’ Ashland, WI 54806
Ashland, WI 54806 , (715) 682-2316
(715) 682+8134 / _ -
Daniel Wagner
' Cyrithia Pluteau District Director
Executive Director Wisconsin Indianhead Technical Institute
Northwest CEP ' P.O. Box B
100 Second /Street ~ Shell Lake, WI 54871
Ashland, WI 54806 \ (715) 468-2815 K
(715) 682-9141 o . «
Michael Verich . George Bablick )
District Administrator Executive Director
Superior Schaol District Northwest CSA
823 Belknap Street . 1106 Tower Avenue
‘Superior, WI 54880 Superior, WI 880 N
(715) 394-0600 (715) 392-5127

‘

Menber(s) at Large(superintendents from other area schools - yet to be appomted)

a¥

P

PLANNING QOMMITTEE ASSESSMENT TASK FORCE

Donald Kolek, Chairman, Ashland High School Ashland High School Counselors

George Pratt, WITI Superior High- School Counselors

Louis Thonpson Superior High School WITI-Career Assistance’Center, Ashland
Steve Terry, NW-CEP WITI-Career Assistance Center, Superior
Warren Dickerell, NW-CSA NW-CEP-Assessment Counselor

Menrber at Large from other area school(s)
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. NAME

FORUM MEMBERS:

PURPOSE :

ATTENDANCE AT
MEETINGS.: -

OFFICERS:

.

ELECTION
OF OFFICERS.

NORTHWEST CEP'AREA o :
LOCAL MANAGEMENT FORUM o ,
OPERATING GUIDELINES . -~

Northwest CEP. Area Local Management Forum ( LMF)

_ Membership is intended to represent the major youth education,

employment and training service providers'" in the Northwest CEIP_
IMF area and includes at a minimum: B N

¢

" Ashland School District ST , -

Superior S,chool"Di'strict

Wisoonsiln' Indianhead T;echnical Institute
Northwest CEP Prime Sponsp;'

Northwest Wisconsin A .o

CESA #1

)\t large members (representatives’from other. area schools)

The LMF membership may be expanded by )agreenent of the mémbership.

To improve the effectiveness and quality of education and employ-
ment programs for young people (14-21)," with special emphasis on

at-risk youth, through joint-planning, coordination and collabo-

ration among the participating agencies.

. Each participating AGENCY is expected to be represented at each

scheduled meeting of the IMF by its Administrator or Director or
their designee. It is expected that the actual LMF will consist
of the administrators and directors of the agencies identified

under FORUM MEMBERS. This group will meet on an as needed basis
to review comittee reports and make. formal decisions. Other

staff of the agencies will meet ag”task forces or committees to
gather and analyze information afid make recommendations. '

The officers of the Lical Management Forum shall consist of:

i (hairperson
Vice-Chairperson
Secretary

. ‘ t -
The officers are to be elected annually by the active members
present at a regularly scheduled meeting, properly noticed
after July 1st. » / ’

11y

108

P

. ouams Zoms gaa G SN SIS AuEaS  EEEM -



NOTICE OF
MEETINGS:

MEETING PLACE
AND TIME:
VOTING:

]

QUORUM:

e

GOAL:

" OBJECTIVE:

»

<

. ’ : * A '

The IMF shall meet regularly as needed. At least one week notlc)e/ o
shall be given by letter or telephone to all members for convening
meetings. '

Committee Leaders will be responsible for sending notices of all
meetings. . :

The LMF may meet in any space Or time agreed to by the maybership.
Each, menber AGEN®%.of the IMF shall have one vote.

Quorum is 50% of the LMF AGENCY menbership plus one.

To establish a recognized, on-poing forum for the LMF member
agencies to discuss issues, identify common problems and to work
toward resolutions by affecting joint planning, coordination,
qollaboration and resource allocation decisions as they relate
to providing education, employment and training services to
youth (16-21) in the Northwest CEP Area. .

4

To achieve the PURPCSE and to reach the GOAL, the IMF will

institute (through meeting minutes) agency-wide information
sharing, analysis and planning process to identify servjge gaps,
unnecessary duplication and areas needing improvement
refinenent in the education and employment and trainin

for youth.

ystam

In order to accomplish this OBJECTIVE the LMF will undertake
the following activities: "

-Identify the total target population within the area
-Identify and analyze the types of services and quality
of services available by IMF agency and the target groups
served )

-Determine the resources available by IMF. 4agency, the
sources of those resources, restrictions on the use df
identified resources, flexibility in the use of identified
resources and timelines for receipt of and allocation of

. those identified resources

-Identify and describe in detail how resource allocation
decisions are made within each IMF agency

-Develop options for or procedures for developing a formal

joint-planning process that capitalizes on increased know-
ledge of the decision-making process of each IMF agency

117,
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’ A

TASK FORCES .

COMMITTEES Planning Task Force: Responsible for gathering and analyzing
information for the purpose of developing, and recommending to
the LMF, short- and long-term plans for achieving the OBJECTIVES.
Specifically, plans are to be developed for (1) IMF participation i

in the Wisconsin Youth -Initiative Bisic Skills and Assessment
h3llenge Grants (2) IMF response(§) to the Request for Pro-
posals for the Governor's Special Grants from the Governor's ‘
Employment and Training Otfice (3) On+going LMF efforts to
address. the PURPOSE, GOAL AND OBJECTIVE.

Assesswent Task Force: Responsible for working closely with all
IMF mamer agencies to: L ~
~Identify the techniques used by IMF member agencies to
assess (1) youth neéds for sexvices (2) their progress
or achievement while being served, and (3) their status
upon completion of services ! .

-Seek to0-gain agreement among LMF members on the purpose:
and function of an assessment process

-ldentify common areas for improvement of the assessment
. progess

»

~Recommend options to the LMF for gaining acceptance of,

and agreement to implement, an assessment process which

minimizes duplication, maximizes effectiveness and improves |

youth access to -appropriate services within the resource
. limitations of the IMF menber agencies .

R g

) Advisory Comuittee for Alternative Education Prggrams for .
A "At-Risk'" and Out-of-School Youth in Ashland and Superior: This
project advisory comittee will ocontribute to the knowledge of
the IMF, by means of input.to the planning committee, regarding
S innovative approaches to serving high risk yox.gth.

- |

TASK FORCE/QOM- ' .
VITTEE MEMBERS: Comuittee members will sprve on a volunteer basis.

OCOMMITTEE :
LEADERS : Marbers of each committee shall selegt one member to act as
: Committee Leader. Committee Leadership may change at any time
: by agreement of a majority of the camittee marbers.
JRESPONSIBILITIES . : : .
OF COMMITTEE . :
LEADERS: -+ .+ Each Committee Leader will be responsible for: convening meetings

as necessary; ‘contacting committ®e members at least 24 hours in
advance, by telephone or letter, of the time, location and & renda
of committee meetings; representing the committee at regular IMF

. meetings; maintaining open communication with other committee °
leaders and the other marbers of the IMF.
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- NWCEP
LOCAL, MANAGEMENT FORUM

Ernie Korpela, CESA #1 Coordinator
Joseph Zoeller, Ashland Superintendent

Cynthia Pluteau, NWCEP

George Bablick, NWCSA

Daniel Wagner, WITI Direéctor

Michael Verich, Superior Superintendent |,
Menber at Large (Superintendent

from CESA #1 school)

WYI SUPERIOR/ASHIAND/
WITI ALTFRNATIVE ED.
PROJECT

PLANNING OOMMITTEE

ASSESSMENT TASK FORCE

Joseph Rogina
Bert Beglinger
Pete Granstrom
Jan Lippitt
Jim Ramminger
Tom JJohanik
Clarence Karow
william C. Rowe

* William H. Arbuckle

Don .Johnson
Hubert Smith
Robert Trauba
Rose Cahil)
Bi1ll Woodward
Richard Parish
Don Marcouiller

Donald Kolek, ‘Chairman

George Pratt
Louis Thompson |
Steve Terry
Warren Dickerell

Marbers at large (from other area

b

schools)

Ashland High School Counselors
Superior High School Couriselors
WITI-Career Assistance Center, Ashland
WITI-Career Assistance Center, Superior
NWCEP - Assessment Counselor .
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Appendix C
T FORW - Membership List

RACINE AREA LOCAL MAN

Mr. Keith Stoehr
District Director
Administrative Office
Gateway Technical Institute
3520 30th Avenue

Kenosha, WI 53141

(414) 655-6917

Alternate: Mr.,{ﬂm Pierce, Director

Community Services -
Gateway Technical Institute
3520 30th Avenue

Kenosha, WI- 53141

(414) 656-6960

Mr. William Matelski, Director
Program Operations

Private Industry Council

1648 Washington Avenue

Racine, WI 53503

(414) 632-3102

Altefnate: Ms. Jo Ann Schliesmann

Corporate Secretary-Treasurer
Private Industry Council

1648 Washington Avenue
Racine, WI 53503 - . .

{414) 632-3102

Mr. George Moore, Director
TRICO-CETAC

800 Center Street, Room 216
City Hall Annex

Racine, WI 53403

(414). 636-3655

Alternate: Ms. Sandra Lindner

Director of Planning
TRICO-CETAC
800 Center Street, Room 216
City Hall Annex
Racine, WI 53403

. (414) 636-3804

Mr. Earl I. Nelson, Director
Standards Program
Racine Unified School District

" 2220 Northwestern Avenue

Racine, WI 53404
(414) 631-7068 "

Alternate: My, Albert Pitts

~ .

LVEC

Racine Unified School District
2220 Northwestern Avenue
Racine,-WI 53404

(414) 631-7089 °

Alternate: Mr. John Hample

(Effective Januaxy, 1982)

5.

Mr. Ricardo Enriquez
Executive Director -
Spanish Centers, Inc.

- 720 17th Street

. 6.

Racine, WI 53404 .
(414) 637-793

¥

Funding Coordinator
Spanish Centers, Inc.
720 17th Street ‘
Racine, WI 53403 )
(414) 637-7931

Mr. Daniel Johnsorn

Executive Director

Racine County Planning Council:
818 Sixth Street

Racine, WI 53403 -

(414) 637-9737

Alternate: Ms. Helen Underwood

Alternate:

Alternate:

113

7.

Associate Director °

»  Racine County Planning Council
818 Sixth Street
Racine, WI 53403
(414) 637-9737

{

Dr. M. Sathya Babu

+* Associate Director

121

Urban League of Racine
718 North Memorial Drive
Racine, WI 53404 -
(414) 637-8532

Mr. Raymonngathews
Executive Director
Urban, Leaggb of Racine

"718 Nor emorial Drive
-Racine . 53404
(414) o%7-8532 ,

Mr. Ira Cutlet »
Director Human Service Department

425 Main Street

Racine, WI 53403

(414) 636-3671

Ms. Sara Werner

Division Manager

Program Planning and Evaluation
Racine County Human Service Dept
425 Main Street ) =
Racine, WI 53404 g
(414) 636-3602

~——




10.

Dawn Fisk Thomsen .

.Director YWCA .
. Representing Conference of Agency Executive

740 College Avenue
Racine, WI 53403
(414_ 633-3503~

(No Altefnate) /

William Weyland

Director- :

Racine Area Unfted Way

818 Sixth Street . : .
Racine, WI 53408 <
{414) 632-5186 ;

(No Alternate)
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RACINE AREA
" , LOCAL MANAGEMENT FORUM
. : BY-LAWS

NAME : \ Racine Area Local Management Forum KLMF) .

JURISDICTION:  An area designated as Eastern Racine County

FORUM MEMBERS: Membership is intended to represent the major youth educatign,
. employment and training service providers in the LMF jurisdic- |
) . tion and includes at a minimum:

Racine County Planning Council’

Ragine/Unified School District’ ‘ : ! ""
TRICO-CETAC Pélicy Board . o e
Private Industry Council of Southeastern NisFonsin,’Ihe.
Gateway Technical Institute

Rac%ne Area United Way

>

Racine County Human Services Department

Urban League of Racine and Kenosha, Inc.
L}

Spanish Centers of Racine, Kenosha and Walworth, Inc.

Conference of Agency Executives

EXPANSION OF ' :
MEMBERSHIP: The LMF membership may be expanded by a majority vote of the

membership.
PURPOSE: ) To improve the effectiveness and quality of education and

employment programs for young people (14-21), with special

emphasis on at-risk youth, in the Eastern Racine County area .
rough-joint-p]anning and coordination among the participating
encies. '




OFFICERS:

ELECTION OF
OFFICERS :

NOTICE OF
MEETINGS :

MEETING PLACE
AND TIME:

VOTING:

ATTENDANCE AT
MEETINGS:

QUORUM:

RULES OF ORDER:

GOAL:

OBJECTIVE:

The officers of the LMF shall konsist of:

-Chaiq
-Vice-Chair

The officers are to be elected for a period of one year by a
majority of the active members present at a regularly schggyled
meeting, properly noticed.

The LMF shall meet regularly aé needed. At least 24 hours notice
shall be given by letter or telephone to all members for convening
special meetings.

The Chair will be charged with the responsibility of noticing l
all regular and special meetings. : ’

Special meetings and meetings of Committee Leaders may be called
with the consent of the Chair. '

The LMF may meet in space provided by the Racine County Planning I
Council or in any other space agreed to by the membership. The
time of the regular meeting shall be established by the membership.

'Special meeting times shall be determined by the Chair. l

Each member AGENCY of the LMF shall have one vote.

Each participating AGENC? ié expected to be represented at each
regularly scheduled meeting of the LMF by its Administrator on
Director or their designee. Failure of ANY agency to be present I

. without prior notice to the Chair for more than two consecutive

meetings will cause the Chair to request the agency to submit

another agency representative to be appointed. l
. -« . .
Quorum is 50% of the LMF AGENCY membership plus one.

e~ : .
The LMF will use Robert's Rules of Order to operate its meetings. I

To affect coordination and resource allocation decisions of LMF
member agencies as they relate to providing education, employment
and training services to youth (14-21) in Eastern Racine County.

To achieve the PURPOSE and to reach the GOAL, the LMF will
institute a step-by-step agencywide.information sharing,
analysis and planning process to.identify service gaps,
redundancies and areas needing improvement or refinement in
the JURISDICTION's education, employment and training system
for youth. -
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In order to accomplish this OBJECTIVE the LMF will undertake the
following. activities:

~Identify the total target population within the
JURISDICTION

* . . 7
-Identify and analyze the types of services and quality of
services available by LMF agencies and the target groups
served :

~Determine the resources available by LMF agencies, the

sources of those resources, restrictions on the use of ~.

identified resources, flexibility in the use of identified.
+ resources and timelines for receipt of and allocation of

those identified resources - -

A P
-~Identify and describe’in detail how resource allocation
decisions are made within each LMF agency

-Develop options. for or procedures for developing a formal -
joint-planning process that capitalizes on increased knowl-
edge of the decision-making process of eath LMF agency
STANDING .
COMMITTEES: Planning Committee Responsible for gathering and analyzing
information for the purpose of developing, and recommending
to the LMF, short- and long-term plans for achieving the
OBJECTIVES.

. Assessment Committee Responsible for working closely with all
/- . LMF member agencies to:

-Identify the techniques used by LMF member agencies to
assess (1) youth needs for services (2) their progress or
achievement while being served, and (3) their status upon
completion of services

-Seek to gain agreement among LMF members on the purpose
and function of an assessment process .

-Identify,common areas for improvement of the assessment
process- ) '

-Recommend options to the LMF for gaining acceptance of,
and agreement to jmplement, an assessment process which
minimizes duplication, maximizes effectiveness and improves
youth access to appropriate services within the resource
limitations of the LMF member agencies.




APPOINTMENT OF

COMMITTRE MEMBERS: Committee members will be appointed on a volunteer basis. If
the Chair determines that a committee requires additional
memberhsip, he/she may appoint additional members.

ELBECTION OF . ‘
COMMITTEE LEADERS: Members of each committee shall select one member to act as
Committee Leader. Committee Leadership may change at any time

by agreement of a majority of the committee members. The Chair -

must be notified of the selection or change, of a Committee
Leader within one weék of such action.

RESPONSIBILITIES OF

COMMITTEE LEADERS: Each Committee Leader will be responsible for: convening
meetings as necessary; contacting committee members at least’24
hours in advance, by telephone or letter, of the time, location
and agenda of committee meetings; representing the committee at
regular LMP meetings; maintaining open communication with other
committee leaders and the Chair.

AMENDING BY-LAWS: LMF By-Laws may be amended by a vote of 2/3 of the membership.
.
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Appendix D
DESCRIPTIONS OF SELECTED VOCATIONAL ASSESSMENT INSTRUMENTS

The vocational assessment instruments described in Appéndix D are
but a sample of those available in the field. The descripiiqns included
with each dinstrument on the list will give the reader additional back-
ground information on some of the vocational asse§§meﬁt instruments
mentioned in Section Three. /7 )

The descriptions of the instruments are a starting point for
determining whether an instrument is appropriate for a particular
assessment need. The reader is encouraged to do further investigation
about an instrument to determine the fq]]owing; ‘

1. Is it appropriate for the target population being

evaluated? What are the norm grodps for the instrument?

27 Will the instrumenmt assess for skills which relate to
the available training programs in the service delivery
system? .

3. Will the antrument require a trained assessor to
administer it?

4. What is the cost for purchasing the instrument? How
much time will it take to administer the instrument?
How readily available are the restits?

5. How does the instrument fit inta the’ overall plan
for assessing the target population? Does it provide
.information not already being obtainéd by other
assessment techniques? )
The format and descriptions of the instruments which follow Qere
developed by John P. Grisafe in the publication Vocational Assessment
Handbook. The author defines the terms used in the instrument reviews

to assist the reader in understanding the information being provided.
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DEFINITIONS OF TERMS:

TITLE - is the name and écronym for the assessment. . \
COPYRIGHT - is the latest copyright date.

VENDER - is the publisher or source from which the 1nstrument can

be obtained,

TYPE/USE OF INSTRUMENT - is the intended use or purpose of the instrument.
This information is geperaT]y taken from the instructor's$ manual.

TARGET POPULATION - is a description of the clients the instrument is
designed to assess. In most cases, this is obtained from the instrument's
manual.

(
"INSTRUMENT FORMAT - is a description of the activities required of the
assessee during the use of the instrument.

means that the person assessed can also score the instrument.

scoring means the assessment administrator can score the instr

Computer scor1ng means that the instrument can be computer scored
through a scoring service. Observational scoring means that the admin-
istrator's observations of the assessee are important for scoring.

SCORING - indicates the method(s) of scoring available. Self ::%éj.'}
H
t

INTERPRETIVE "FORMAT - describes the method by which the results are
organized and presented.

READING LEVEL - is an estimate of the instrument's general reading

Tevel. The estimate is made by considering both the stated reading level
in the instrument's manual and analyzing the instrument with the Rudolf
Flesch Method of Eva]uat1ng Readability. The reading levels are accurate
to only plus or minus two grade levels, but they do provide an 1nd1cat1on
of the general readability of the instrument.

ADMINISTRATIVE JIME - is the time it would probably take to adminis-

ter the instrument. This estimate is arrived at by consulting the in-
strument's manual, reviewing the literature and through actual adm1n1strq—
tion times.

b4

From: Grisafe, J.P. Vocational assessment handbook. Los Angeles,

California: Office of Riverside County Superintendent of Schools,
1983. N '




, ©
Title: . BOLT - Basic Occupational Literacy Test

Copyright: . 1973
~ Vender: U.S. Department of Labor

Sy

Type/Use of Instﬁhhent: Abilities assessment. .

. Targef Population: Educationally disadvantaged young adults and

adults.
Instrument Format: + The instrument has consumalebinsert answer
> ' sheets and reusable questionwooklets. There are

four different tests each a different degree of
‘dﬁffjculty for Reading Vocabulary, Reading Comp-
rehension and Arithmetic Computation. There are
three difficult levels of the Arithmetic Reasoning
Test. These assessments are meant to compliment
the NATB or spanish version of the GATB.

"Scoring: ~Hand or computer. N

Interpretive Format: The results of this instrument are stated in
' General Educational Development (GED) levels as
defined by the Dictionary of Occupational Titles.
Conversion tables are available to give estimated
of grade level equivalents. °

Reading Level: Reading levels vary from 1st to 11th grade
, * depending on which level of the test is being
administered.

Administrative Time: Testing time is 90 minutes (1-1/2 hours).
Administration time is 150 minutes (2-1/2 hours).

Title: - Bennett Test of Mechanical Comprehension
Copyright: ' 1969 ‘
Vender: o The Psychological Corporation

Type/Use of Instrument: Abilities assessment.

Target Population: Grades 9 to 12 and adults.

Instrument Format: Examiner reads the instructions and times the
test. There are 68 pictured situations with a
three choice question pertaining to each picture.

Scoring: Hand or computer.
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Interpretive Format:

Reading Level’:

Ad;ﬁnistrative Time:

Title:
Copyright:

Vender:

@

Type/Use of Instfument:

Target Population:

Instrumeﬁt\Format:

*Scoring:

Interpretivg Format:-

Reading Level:

Administfative Time:

Title:

Copyright:

A raw score and a percentile score are obtained.
Tables are given in the manual to match the scores
to several-occupational categories. Also, the '
scores can-be matched for probable success in
selected mechanical training programs.

5th grade.

30 minutes testing time.

COPS -"Career Occupational Preference System
1975

EDITS .

Interests assessment.

Grades 9 to 16 and adults.

The student responds to 168 occupational activity
questions by marking to wha® degree he/she would
lTike doing the activity. A four choice scale of
like very much, like somewhat, dislike somewhat
and dislike very much is used. A shorter,"

Tower* reading level and easier self ‘scoring
version is available called Form R. Also, there
is a spanish version called the SPOC.

Self or hand.

Fourteen scales are set on a normed graph
representing the folTowing categories; science
professiondl, science skilled, outdoor, technology
professional, technology skilled, consumer
economics, business professional, business
skilled, clerical, communications, arts pro-c
fessional, arts skilled, service professional
and service skilled. A list of related occupa-
tions accompanies each scale.

¢

12th grade (Form R - 7th grade).

30 to 40 minutes.

+ .
COPS II Intermediate, Career Occupational
Preference System ' -

1976




Vender:
<

Type/Use of Instrument:

Target Population:
Instrument Format:.

Scoring:

Interpretive Format:

Reading Level:

Administrative Time: 1

' fitle:
Copyright:

Vender:

Type/Use of Instrument:

Target Population:

Instrument Format:

Scoring:

Interpretive Format:

EDITS
Interests assessment.

Elementary grade students, or higher grade
students with reading problems.

Student responds to multiple choice questions of
different types. There are pictures to he]p the
student with the written questions.

Self or hand.

The results give a relative number ranking score

for each of its fourteen career clusters, which are;
science professional, science skilled, technology
professional, technology skilled, consumer,

‘economics, outdoor, business professtonal,
" business skilled, clerical, communications, arts

professiofaTl, arts skilled, service professigpal
and service skilled. There is a list of occupa-
tions for each cluster.

6th to 8th grade.

20 to 30 minutes.

CAPS - Career Ability Placement Survey ‘
1976
EDITS

Abilities assessment.

+ Grades 9 to 16 and adults.

Eight five minute timed tests using pictorial
situations or problem questions. The eight
abilities assessed are mechanical reasoning,
spatial relations, verbd] reasoning, language
usage, numerical ability, word knowledge, per-
ceptual speed and accuracy, manual speed and
dexterity. An administration tape is available.

Computer, hand or seif.

A normed graph is given matching the students v
abilities to fourteen occupational category

scales; science professional, science skilled,
technology professional, technology skilled,
consumer economics, outdoor, business pro-
fessional, business skilled, clerical,

~
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-~ communications, arts profess1ona1, arts skilled,

Reading Level:

N

Administrative Time:

Title:
Copyright:

Vender:

Type/Use of Instrument:

Target Population:

Instrument Format:

Scoring:

Interpretive Format:

. Read1ng Level:

Administrative Time:

service professional and service skilled.
There is an occupational 1{st for each of the
categories. Norms are available for eighth
through twelfth grade students.

The que‘%ﬁbns and direction formats are at the
4th grade level. The word knowledge section
has vocabularf-of various levels including
college level\vocabulary.
Each of the e1ght tests take 5 minutes. Total
administration| is 50 to 60 minutes.
. ) '

Crawford Small Parts Dexterity Test .
1956

) ,
The Psychological Corporation
Abilities assessment. ‘
Adqlt industrial workers. ‘

A small board is used to test dexter1ty The

kit has small tools, small pins, screws and col]ars
which are assembled and placed in holes ina
board during the test. The test criteria is

the time it takes to finish each task series.

Hand and observation.

The student's performance can be compared to
several percentile normed groups. The male normed
groups are unselected applicants, war veterans,
technical students and academic students. The
female normed groups are assembly job applicants,
factory applicants, hourly employees, and employed
assemblers. .

Non- read1ng

5 to 15 minutes.

D A. T - leferent1a] Aptitude Test
]972

13
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Vender:

Type/Use of Instrument:

Target Population:

Instrument Format:

Scoring:

Interpretive Format:

Reading Level:

]

Administrative Time:

Title:

Copyright:

Vender:

. Type/Use of Instrument:

Térget'Population:

Instrument Format:

Scoring:

Interpretive Format:

A

The Psychological Corporation

Abi]ities‘assessment.
Grades 8 to 12.
Test questions in eight areas: verbal reasoning,

numerical ability, abstract reasoning, clerical,
peed and accuracy, mechanical reasoning, space

relations, spelling and language usage. Various
paper and pencil formats are used.
Hand and computer. »

Gives normed percentile report for each ability
area. Additional career planning activity
materials are available. Norms are available

_for males and females grades eight to twelve.

6th or 7th grade for the question formats,
however, some of the questions require much
higher reading levels for answering the questions.

240 minutes (4 hours).

" GATB - General Apt1tude Test Battery

(NATB - Non-Verbal Aptitude Test Battery is
a variance of the GATB)

1979 (revised edition)

U.S. Department Of Labor.

Abilities assessment. T

16 years olds to adults.

Twelve tests - e1ght written tests and four
dexterity tests using pegboards. All tests are
timed. The complete test must be given in a

group sett1ng of at least three people. Strict
testing procedures must be followed. A Spanish

.version is available.

Hand or computer.

Nine scales are given which can be matched to
sixty occupational aptitude patterns.  These can
then be related to specific occupations. The
norms are for adults. "
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Reading Level: Students must have at least, 6th grade reading
s level to take the GATB. The NATB is Q\Egpf/
reading variation of the GATB

~Adpinistrative Time: 180 minutes (3 hours).

Loas ar L

Tdt]e Geist Picture Interest Inventory
1 :
o ;/Sopyright: . . 1959
i . ‘
) Wendgr: .. HWestern Psychological Service
‘ , ) 4

] 4
Type/@se of Instrument: Interests assessment.
% B
arget Population; Grades 9 to 12 and adults.
'D; W . N !
nstrugent Format¢',* Forty-four forced choice questions.: Three
t - Jjob activity picture choices are presented with

¥ ‘e . 4
t ’ : each question. The student selects the picture
i ~ which represents his/her favorite activity of
f/ E the three. A Spanish version is avaijable.
H (S .
Scorihg% Computer or hand. >
(4 er
i T e
Ipterprétive Format: The student's responses are plotted on a -
: . "percentage of total possible" chart. There
E .‘ are eleven interest areas: persuasive, -clerical,
i mechanical, dramatic, ,musical, scientific, outdoor,
i 1+teracy, computational, artistic and social
. i - service.
<
< R .«
Reading %eve]: Pictorial response choices, but the quest1ons are
i ' written at about the 7th grade level.
<
N
Administdative Time: 10 to 25 minutes.
) ] ‘
¢
§ N
%
Title: I ‘ Y .JEVS - Jewish Employment and Vocational Service
Copyrights . Various, new worksamples arg cBntinua]]y‘being
. developed.
: ~
Vender: Vocational Research Institute, Inc.
11 B B
11
Type/Use bf Instrument: Worksampie (abilities) and interests assessments.  *
Target Pépu]at1onL Adults.

eter

V.
]

-
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Instrument Format:

xffor1ng

Interpretive Format

Reading Leve]:'g

Administrative Time:

\
‘Title:

Copyright: t

Vender:

. Target Poputation:

-

Instrument Format:

—

LS

W
g

Scoring:

fype/Use of Instrument:

") .
Theré are worksamples for twenty-eight work

‘activities areas. Each-worksample's activities
.are similar td the job tasks of the occupation:

being assessed. The student i's questioned after
each worksample about the degree of enjoyment
and interest he/she experienced while doing the
worksample.

Hand and observation.

Comparatlve ratings in various worker trait

groups are available. The range of results depend
on the number and particular -worksamples used

by the student. The students performance is
evaluated observationally. The student's product
is rated on set criteria by the evaluator. Inter-
pretation-and administration training is required
by the vender. . .

Non-reading for some worksamples', but other work
samples have various levels of readability.

6 to 7 dayé for a full assessment program.
Each worksample requires a different assessment
time period. .

[

McCarrgn-Dial System

7

1975, however d1fferent subtest have d1fﬁerent
_copyr1ghts .

McCarr§m-D1a1 Systems

Abilities assessment. =

Disabled individuals, as well as, any individuals
age 16 -to aduit. :

There are $even subtests which assess cognitive/
spatial/verbal, sensory/motor and behavior/
coping skills. Many of the assessments used are
common psychological tests, others are motor
performance and observatioral checklist which are
unique to this system. ‘The assessment subtests
require the student to draw, identify pictures
represent1ng words, manipulate beads and bolts,
balance, jump, walk a 1ine, and identify objects
by touch. These tests include, the WAIS, PPVT,

. Bender, MAND, OEI, BRS and Haptic.

Hand, computer and observational:

135.
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»

Interpretive Format: The results give the individual's lewvel of potential
, . occupational involvement. The student is rated
. on the seven subtests for ability to work in
\ » the community as opposed to the need-for sheltered
employment. -The student. is also evaluated on
his/her expected,percent of minimum wage hé/she
will earn, a pfojection of the potential to increase

b his/her éarnings in a year, and the probability

of community employment in two years. If the
Lo machine scoring service is used a student's
’ abiljties can be evaluated for specific occupa-

tions.

Reading Level: Non-reading.

Administrative Time: 180 to 210 minutes (3 to 3-1/2 hours). .

’ Y

Title; ! Micro Tower

Copyright: - ' - 1978 .

Nender: ) "~ ICD Rehabilitation and Research Center '

[} . - . .
Type/Use of Instrument: Worksample evaluations (abilitiges).

Target Population: Educable mentally retarded to normal range
adolescents and adults.

Instrument Format: 13 worksamples: want ads comprehension, messabe~ v -

v taking, payroll computation, making change, mai‘l )
: sorting, filing, zip coding, record—checking, s
‘ bottle capping and packaging, lamp assembly;
Ve . - electronic connector assembly, blueprint reading,
: and graphics illustration.. Usually, group

.administered, but it can be administered indi-
vidually.

Scoring: ) Hand and obs%{vational.

 Interpretive Format: Each worksample's results are given a normed
' rating by quintiles for various occupational
groups. There is an observation summary sheet
to rate the individual on style of working and
interactiop_with others. .Selected occupations
‘ L. are normed for“each worksample and if the complete
: series is administered there is an overall occupa=
tional poteq;ia] evaluation system_ available.

Reading Level: .+ .Some subtests have technical reading levels,
others have no reading.

\‘1 K ’ ) l 13 N
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v

Administrative Time:

Title:

Copyfight:

Vender::

Type/Use of Instrument:

Target Population: .

Instrument Format:

Scoring:

‘Interpretive Format:

.&
Reading Level:

Administrative Time:

’

Title:
Copyright:

Vender:

Type/Use” of Instrument:

Target Population:

A full assessment takes 3 to-5 days. Individual
subtest administration times range from 20 minutes
to 2 hours with most taking about 45 minutes.

PAYES - Program for Assessing Youth Employment
Skills ' é

1979

Educationai Testing Service ' .o
' ¢
Interests and work attitudes assessment.

Adolescents and young adults with Tow reading skills.

The instrument uses a combination of pictures and
related questions which are read aloud to the »
individual as an assessment format. The recommended
format is a small group administration of about
twenty per administration.

Hand. ‘ ¥

)

The results are presented as a 'summation of

weighted scores which can be reviewed to see

whether or not the student falls in a high or low
occupational readiness,range. The areas assessed ’
are work attitudes, cognitive development in

relation to o¢clpations and vocational interest. .

Non-reading, orally read.

No time limit. The time varies from test group
to test group, but is usually less than 60 minutes.

-~
AN

PIES - Picture Interest and Exploratjon Survey
1974 . |

Educational Achievement Qorporation

Interests assessment.

Grades 7 to 16 and adults.
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Instrument Format:

Scoring:

Interpretive Format:

Reading Level:

Administrative Time:

Title:
Copyright:

Vender:

9

1970

The individual views 156 slides of varigus job
situations and marks if he/she would 1ike to do

the work in the picture.
cassette player are needed. The
the hands of an individual doing
tasks and not a full body view.

A filmstrip viewer and

slides picture
the criteria
This is in an

effort to avoid sex identification of the pictured

individuals.
Self or hand.

The student is given the related

from the activities that he/she selected.

the student is rated on thirteen
clusters.

Non-reading, pictorial.

About 30 minutes.

SDS - Se]f—Directed‘Search

Consulting Psychologists Press

occupations
Also,
occupational

Type/Use of Instrument: Interests and abilities assessment.

Target Population: .

Instrument Format:

Scoring:

Interpretive Format:

Reading Level:

Administrative Time:

Grades 9 to 16 and adults.

There are questions of varying styles for
occupational daydreams, activities, competencies,
occupational interests and self-estimates.

Self.

\
-y

Using the John Holland six personality type theory;

realistic, investigative, artisti

¢, social, enter-

prising and conventional as a format, the instrument
comes out with a rating score for each personality

type. It matches these types to
tions with similar type factors.

occupations in the job finder booklet.

1ists of occupa-
There are 500
The booklet

classifies the occypations by the personality
factors required for their enjoyment.

8th to 9th grade.

60 to 120 minutes (1 to 2 hours).
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Title:
Copyright:

Vender:

Type/Use of Instrument:

Target Population:

-

Instruhent Population:

Scoring:

Interpretive Format:

Reading Level:

Administrative Time:

Jitle:
Copyright:

Vender:

Type/Use of Instrument:

Target Population:

Instrument F6¥rmat:

¥

TAP - Talent Asgessment Program

1979 \ o
Talent Assessment, Incorporated
Abilities assessment.

Grades 7 to'12 and adults.

The individual completes ten activity sub-
assessments composed of various work boards and
hands-on puzzles. The ten activities assess

the following skills: structural and mechanical
visualization, discrimination (3 subtests),
dexterity - no tools (2 subtests), fine dexterity -
with tools, dexterity with larger tools, visualizing
flow-paths, retention of structural and mechanic
detail. N

Hand.

The performances of the individual can be compared
to five populations. The five populations are the
12th grade persons, junior high school persons,
mentally retarded persons, alcoholics, and handi-
capped persons. The individual's performance .can

be compared on a percentile basis for these popula-
tions for all the ten assessments. This information
is presented in a profile format.

Non-reading

120 to 180 minutes (g to 3 hours). -

WRIOT - Wide Range Interest Opinion Test

1970

JASTAK, Inc. ’ ¢
Interests assessment.

individuals ages 5 to 54 years old, particularly
mentally retarded, emotionally disturbed, high
school dropouts, and illiterate individuals.

450 pictures are presented in 150 combinations of
three pictures each. The individual selects the

pictured activity he/she most 1ikes and the
pictured activity he/she least likes of each triad.
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Scoring:

Interpretive Format:

Reading Level:

Administrative Time:

-

Hand or computer.

The results are graphed on 18 vocational interest
areas and 8 work attitudes. The 18 areas have
supplementary data to relate each area to specific
activities and occupations. The 8 work attitudes
are defined as well. There are norms for males
and females from age five to thirty-five and up.

Non-reading, pictorial.

About 40 minutes.

1y
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THE VOCATIONAL STUDIES CENTER
University of Wisconsin-Madison

The Vocational Studies Center at the University of Wisconsin-
Madison was reorganized with the support of the Wisconsin Board of
Vocational, Technical, and Adult Education within the School of
Education in 1971. The function of the center is to serve the State of
Wisconsin in a unique way by bringing the resources of tjie Uni-
versity to bear on identified problems in the delivery of vocational
and manpower programs—vocational education, technical -educa-
tion, adult education, career education and manpower training—to
citizens of all ages in all communities of the state. The center focuses
upon the delivery of services including analyses of need, target
groups served, institutional organization, instructional and cur-
riculum methodology and content, labor market needs, manpower
policy, and other appropriate factors. To the extent that these doals
are. enhanced and the foci of the problems widened to encompass
regional and national concerns, the center engages in studies

_beyond the boundaries of the stafe.

Merle E. Strong, Director
Roger H. Lambert, Associate Director

.

964 EDUCATIONAL SCIENCES BUILDING 1025 W JOHNSON ST MADISON, \;Il 53706
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