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About this Publication

The purpose of this publication is to provide ideas on how youth
competencies can be utilized to help hgndicapped youth meet performance
standards in programs funded under the Job Training Partnership Act.

The U.S. Department of Labor has given the Private Industry Councils the

option of approving youth competencies in three areas which can be incor- P
psrated into the calculationof program providers' positive termination

rate and cost per termination. These categories are 1) basic education
skills; 2) job specific skills; and 3) pre-employment and work maturity
skills.

This uption provides an opportunity for handicapped youth to have
greater access to JTPA resources. It means that handicapped youth can be
provided with training which is built:en a youth competency based system.

Not all Private Industry Councils have a pre-developed competency
based system in place, nor is there a nationally accepted system of
competency based materials. However, competency based education is
widespread in the nation's school systems. Private Industry Councils
often work independently to develop and approve specific youth competencies.
Thus, Private Industry Councils face a huge task in the development of
these competencies. In addition, most of the PIC's youth competency
development effort is directed at the disadvantaged popuilation. This
situation provides an opportunity for educators to work with PICs to
develop youth competencies for use in teaching handicapped youth aged
16-21 and helping them obtain employment. Therefore, we strongly
encourage you to assess the employment and training needs of your hapdi~
capped youth and work with your PIC in the development of approved youth 4,
competencies. .

Youth competency examples in this publication were selected from a
national search to identify competency systems developed, approved, and
implemented by PICs. All examples in this paper are either in use or
suggested for use by PICs or other JTPA related agencies. The examples
provided are not presumed to be the only possibilities. They are meant
to serve as a stimulus to your thinking.
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INTRODUCT 10N
Backqround

Job Training Partnership Act programs which enroll youth aged 16-21 are required by the U.S. Department
of Labor to meet the following Performance Measures.

. Entered Employment Rate - 41%
2. Positive Termination Rate - 82%
3. Cost per Positive Termination - Not over $4900 per person

In many cases it is difficult for these youth programs to meet the performance measures, especially pro-
grams which enroll large numbers of handicapped youth.

Realizing that JTPA youth programs may not be able to weet these performance standards, Congress developed
three categories of youth employment competencies which if approved by the Private Industry Council (PIC) and
achieved by the youth, could be incorporated into the positive termination rate and cost per termination.

These three youth cospetency categories are:

1. Basic Educational Skills - including reading, writing, and computational skills.

2. Job Specific Skills, including knowledge and skills normally required to carry
out entry-level tasks of a specific occupational or cluster of occupations,

3. Pre-employment and work maturity skills, including those skills needed to
look for, obtain, and retain a job.

Implications for Handicapped Youth

The utilization of PIC approved Youth Employment Competencies provides handicapped youth with a gmi
opportunity to benefit from JTPA resources. It helps special and vocational education departments meet
program performance standards if they solocit and receive JTPA funds to accomplish much needed services for
handicapped youth. Private Industry Councils can also enroll many more handicapped youth in JTPA programs
and still meet the required Performance Measures because the PICs can include as positive terminations not
only those who enter unsubsidized employment but also those youth who achieve basic, job specific or pre-
employment and work matusity skills. By law, the Youth Competencies must be recognized by the PIC before 2
program operator can use them to computer "positive terminations.” PIC recognition also helps insure that
youth will learn competencies valued by ewloyérs.

loving to a Competency Based System

The purpose of this paper is to assist special educators and others to help handicapped youth participate
in JTPA programs. Because special education students need to acquire competencies in the areas of basic, job
specific, preemployment, and work maturity skills, special education departments should:

a) review their own curriculum and that of other departments to see if a competency
based program exists in each of the "youth employment competency” areas;

b) determine whether or not special education students have, or can gain. access to
s&;ch h:mh:oe?cy based programs if they are offered through another department
of the sc H .

c) develop or adapt a competency based program for each of the youth “"esmployment
competency” areas if necessary. This development process should fnvolve all
relevant schoo! departments, discipiines, and services as much as possible.

A preliminary step in any such development process would be to contact the

local PIC to deterwine whether or not it has already developed and approved

: Youth Employment competency system. If so, consider adapting or incorporating
t:

d) if the local PIC has not developed and approved 2 Youth Employment competency
system, the school may wish to:

- {nyalve PIC staff in the school's effort to develop one, with the intent
of helping the PIC adapt a system similar or identical to that of the school
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- request that the PIC staff review an already existing school based youth
employment competency system for the purpose of adapting it verbatim or
with modifications, and presenting it %o the Private Industry Counci! for
approval as a Youth Employment Competency System. If approved, such a
system would enhance the chances of the school to apply for JTPA funds
and meet the performance standards required. Since such a system would
apply to all program providers working with youth in that Service
Delivery Area, handicapped youths' chances of gaining admission to
these programs also should increase.

Asvantages of a Youth Competency System

In a competency based system the skills to be learned are specifically described, activities to produce
the desired learning are developed and a method to measure student achievement is stated.

The goal of youth programs is to prepare youth to enter the world of work. For handicapped youth, one
positive outcome would be to enter unsubsidized employment at the corpletion of a JTPA progréa. A second
positive outcome would be for handicapped youth to learn competencies which could be used later in the process
of looking for, obtaining or retaining a job.

1f your PIC has not set up such a system, it is important to present the PIC with a viable yuth competency
system which they could accept. Before hitting them with a full proposal, however, you my wish to conduct
preliminary discussions with PIC staff regarding the advantages of implementing a youth compétencdy system.

Employers, handicapped youth, educators, and PIC's can benefit from the development and st 11ization of
youth competencies. Some of these benefits were listed by the Kansas Task Force on Youth Cospetency. Their
nine advantages are given below. '

- clearly establ ishes the program objectives so that program activities can be

properly directed (greater efficiency) and the participant knows what to strive
toward {increased motivation).

- promotes a sense of an accomplishment and a positive self image of youth
participants when recognition is given for progress and achievement.

- provides employers of certified youth with a greater assurance of worker
quality and with better information on potential worker skills thus reducing
screening costs as well as the added cost of training turnover, '

- provides an individual program completer with a certificatfon that can be
used as an asset when applying for a job and helps the PIC to market program
graduates

- provides a sound basis for performarce evaluation of swb-co .. tors as
well as specific program activities.

- recognizes and builds upon participant strengths and focuses effort on
deficiencies thus avoiding wasted motion in the learning process.

- helps the SDA to achieve desired levels {n the performance standards due
to the capacity to terminate youth positively.

- can be a vehicle to create greater dialogue and coordination with local
educators

- offers the opportunity to help youth learn skills which employers are

looking for in entry-level employees.

Service Delivery Areas can benefit from competency based employment and training. In & docment on com-
petency based employment and training produced by the Center for Employment and Income Studies at Brandeis
University, seven significant advantages were given. They are 1isted below:

1. The chief advantage according to most practitioners who advocate

competency-based employment and training {s that {t provides a clear

picture of specific progrim outcomes, and it encourages the wore
efficient use of services available to youth,

2. The competency-based approach provides a common management framework
for staff and delivery of services.

3. It allows different rates of achievement for individusl youth.
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é. It facilitates identification of staff development/training needs,

5. It provides for flexib{lity in evaluation; Criteria other than
placement may be used. It also allows for comparability among
programs with‘n a given SDA.

6. It increases .rogram responsiveﬁess to local labor market condtitions
and employer demands; furthermore, training is targeted to local
criteria and curriculum may be developed to meet local needs.

7. Finally, competency-based employment and training increases credibility
of JTPA programs and services with employers.

Disadvantages of a Youth Competency System

The Kansas Task Force also listed several disadvantages of a youth competency system. In looking over
the disadvantages as well as the advantages you should remember that the Task Force is directing their comments
to the PICs. Nearly all the disadvantages relate to {ncreased work for PIC staff menbers. The time and effort
required to set up and monitor a youth employment competency system can be a real barrier, because PIC staff
members may not have backgrounds or experience in working with youth competencies in the educational field.

These disadvantages inciude:

- time and effort required to develop and implement a youth competency system
on the part of FIC and staff members can be considerable;

- increased paperwork due to the necessity of documentation;

- pre-assessment must be more thorough than is commonly practiced and thus
is more time consuming or expensive;

- {f the JTPA Representative is asked to take on the responsibility for
instruction, particularly in the pre-employnent competency ares, the
added work load may be an overload: and

- additional time and effort is required of staff persons in developing
individualized Job Specific -ompetencies in an OJT situation.

In reviewing these disadvantages we can readily see that special educator's and others can play a key
role in helping PICs to develop a youth employment competency system which will not only help all JTPA eligible
youth but also make it more 1ikely that handicapped youth will be able to enroll and succeed in JTPA funded

programs.

Helping the PIC Develop a Competency Based System

Competency based education has been around for a2 lTong time and many well developed approaches exist. There
is no need to reinvent the wheel. Several state JTPA offices have developed youth competency guidelines and
selected skills for their Service Delivery Areas and PICs to follow. Individual PICs have also developed and
implemented Youth Employment Competency Systems. In the following section, we provide examples of compatency
development processes as well as existing competencies in the categories of pre-employment skills, work maturity
skills, basic education skills, and job specific skills. You can draw from these examples in developing ways
to help your own PIC set up and implement a Youth Employment Competency System. We a1s50 outlin. information
on modifications which may be necessary in helping handicapped youth succeed in training programs which imple-
ment such a system.

It should be remembered that although a state has developed competency guidelines, the final authority for
acceptance of any set of youth competencies is the local PIC.



THE COMPETENCY DEVELOPMENT PROCESS
Elements of a Competency Based System

According to the "Partnership Exchange”, an information service of the National Job Training Partnership,
Inc., there are seversl elements of a good competency based system. These have been characterized in different
documents, but generally the elements are:

- Assessment -- the ability to assess participants for skilis they already have
upon entry and to assess for skills attained upon program exit;
- Measurement -- the ability to measure a participant's progress through the

——————————

program’'s benchmarks:

- Documentation -- the ability to document (record) the attainment of certain
ski1] Tevels as they are measured during the course of the program;

- Services -- an assessment of services (planned and actual) being offered
in the SDA to insure competencies that are congruent with what an SDA has
the ability to offer;

- Good Decision Making -- making decisions on competencies after fully
expioring the impact they may have on target populations and program
offerings; and

- Certification -- an ability to certify that program youth have attained
certain skills.

A key point often raised by direct service providers {s: "Don't tell me something theoretical. Show me
something that works in the real world.” To help you address this point, consider the following examples of
how state level and local level JTPA implementers established youth employment competency systems. '

The Maine Job Training Coordinating Council's Process

..The Standards by which SDAs would operate a youth employment competencies systems in FY ‘85, .are
necessary to establish uniformity among SDA's electing to take credit for positive terminations for youth
receiving a credential in employment competencies. The standards address very basic issues of systems cuntent
and of Private Industry Council involvement and recognition of Specific competencies in that system,

“The following constitutes the recommended standards and will be included in the Governor's Coordination
and Special Services Plan for FY ‘8§,

A. Youth Employment Competencies System shall incorporate: .

1. The competent parts of such a system, as itemized in the Secretary's
Performance Standards, e.9.:

a. 8 deficiency identification process that determines the element or
elements o compefences system which are appropriate for the
youth,

The SDA's will demonstrate that there are resources and procedures
in place to det~rmine a plan of service and competency development
that matches the youth's needs.

b. a tesﬁ?(assessm_process that detemines that the youth has
attained the competencies specified for him/her.

The SDA‘'s will demonstrate that they have in place a methodology
for assessing, recording and verifying the performance of youth
against competency standards specified by the Private Industry
Council.

2. A procedure for awarding the credential.
Baced on the content of the credential, the SDA shall:

a. determine the specific standards of attainment required for certification;
and

b. clarify the procedure for granting the certificate of attainment.

3. The SDA shall devalop specific performance Is for attaimment of the
credential and include these in 1ts Annual Plans




The SDA shall review the needs of targeted youth in terms of competency
development and shall develop & strataﬁ for meeting those needs that is
reviewed by the Private Industry Council,

The Committee 2150 recommends that a status report on implementation of Youth Competencies Systems be
sought in February of 1984, and that the status of the Systems be reviewed fn a year,

“As with other programs and systems, there is a special, unique language which accompanies this compe-
tency-based technology. The following itemizes the component parts of our competency system (taxonomy) .
COMPETENCY AREA: (Work Maturity)

COMPETENCY: (Dependabdility/Reliabilfty)

INDICATOR: (The fndividual will demonstrate an acceptable attendance record)
BENCHMARK: (By showing up on time nine days out of ten on his/her employment site)
ASSESSMENT: (as measured by employer attendance reports)

CERTIFICATION: (copy of attendance report, or letter or recommendstion
] from employer)

Competency Area means a group of related competencies.

Competency is a specific type of skill or abyifity.

Indicator is a behavior that demonstrates the competency.

Benchmark {s the degree or standard of behavior that s expected.
Assessment is the means of measuring.

Certification is the proof or verification that the standard has been met.®

The Rock Island (I11inois) Tri-County Training Consortium's Process

“8asic Purpose of Competency Certification:

1) To identify what employers expect of employees,
To provide training/remediation so youth meet expectations
To measure and certify when youth meet expectations
To let employers know what certification means so they will hire “our kids"

2) To certify youth as competent so we can get JTPA term credit {f they don't
get a joi. Thought is that 1f youth is competent, he/she will use skills
to get job in future.”

*Rock 1sland County was a small Prime Sponsor under CETA. We participated in the Consol{dated Youth
Employment Program (CYEP). Among other things we were to develop a systes for measuring youth competency in
pre-employment, work maturity, basic educational skills, and job specific skills.

At first we were overwhelmed by ‘zealots’ who fmplied that we have to get employer agreement about what
is important, had to measure to the finest degree, etc. Finally we agreed to take small steps. We finally
realized our measurements wouldn't always be totally objective and that we couldn't measure everything. We
started by:

- trying to use as much of what was already in place as we could,...specifically:

1. We already had an applicant employability assessment class. This was 2 two
week 50 hr. class which covered aptitude/interest testing, career decision
making, goal setting, job keeping, job seeking, employment related attitudes.
We converted a narrative sumary of results to a successful completion checklist.

We revised supervisor and instructor evaluations to be more specific.

3. We started measuring attendance. Trainees had to meet certain levels which
became more strict as they progressed in the program.

4. For basic educational skills, we accepted 8 high school diploma or GED as a
starting point, and further tested math and reading using the TABE (Test of
Adult Basic Education). The TABE gives scores in grade levels. Ninth grade
was considered competent for most purposes. Persons without a HS/GED or
with less than 9th grade level were enrolled in basic skills or.college
readiness. We found an average gain of 1.2 grade levels increase for 120
hrs. of instruction and subsequently referred persons with less than &
7th grade TABE to existing (non-CETA) adult ed. classes since ours did
not last long enough to bring up to competency.
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- developed new {at Yeast new to us) services and measures:

1. Started to use a behavior point system that was used by supervisors
and trainers and counselors. Trainees lost points for unacceptable
work or training related behavior. For example trainees would lose
one point 1f late with no call in prior to start time. A trainee
could only lose 4 in 6 month period (and still remain in the programl.

2. Developed a work readiness class to teach pre-employment skills for
those who had no or poor work history. This was an expansion of
employabil ity assessment for persons who needed mcre.

3. In developing class size training, used a comnittee of cmployers
and trainers in developing competencies (both entry level and exit
level). Continued to use monthly instructor evaluations and grades
in less than class size training.

4. In marketing our training and participants to employers, we explained
competency and that no one would be referred to them unless they met -
strict attendance and performance requirements. It worked, employers
Tiked what they saw and told othevs.

5. We also started a "field evaluation" program where private sector
employers evaluated trainees and training provided (during CRT)
for four weeks, If t chose, they could keep the trainee afterward
through short term OJT (3 mos or 1/2 DOT whichever was less).

6. Continued to refine supervisor/{nstructor evaluations and held
"~ supervisor orientations/training sessions in objective evaluation,
etc."

“In CYEP we used employer surveys from other areas to determine employer expectations. In JTPA we are
adding to that through a survey of PIC members. Competency benchmarks may be revised. :

In all requests for proposals and contracts serving youth, we require the service provider to establish
or use existing benchmarks.

We may try to tie achievement of competencies to some type of incentive payment. Achievement of compe-
tency in specific areas will be required before referral to OJT and vocational classroom training..even before
referral to tryout employment and 1imited work experfience.

Job related skills competencies will be developed one at & time for less than class sfze training pro-
vided through area vocational training facilities...with emphasis on those youth most often enroll in first.®

Model Youth Employment Competency System

*This sectfon contains the youth competency system model developed by Kansas Task Force on Youth Compe-
tency. Each competency will be handled separately and will contain the following:

a basfic description of the competency area
the method of pre-assessment

appropriate program activities

conpetency measures

criterfa for attaimment of competency area
worksheets, assessment forms, and/or examples”

LI B DAY N B ]

Documentation System. “The measursment and documentation of participants' competency level before,
during and after program participation {s a necessary aspect to any youth ~mpetency system. It {s this
written record that serves as the justi{ficatior for assignment to specific program activities, competency
certification and taking a positive terwination. In the design of this model every attempt has been made to
utilize existing forms with 1{ttle or no modification.

Pre-assessment of initial competency levels s the first major component of a competency system. This
assessment should be documented in the Vocations! Testing Results section of the Applicant Assessment form.
Information should be provided on the competency areas assessed and the results of such assessment.

- {ndividual skill deficiencies fduntified during pre-assessment,
- type of training programs available; and
- availability of resources (e.g. staff time, funds).
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* Once specific competency areas are established as goals, they should be noted on page 2 of the EDP in
the Planned Activities/Results section.

When a participant is certified in the appropriate competency areas, the JTPA Representative is to
document this in the EDP Update. Supporting documentation (e.g. worksheets, assessment forms, test scores)
should be referenced in the EOP narrative and should be included as verification in the participant's file.

If the goal of training was attainmeat of PIC recognized competencies and they had been attained, the
JTPA Representative may terminate the youth by using a code 25 Attained Employability Enhancement.

In summary, there are three levels of measurement and documentation involving the attainment of youth
employment competencies.

LEVEL 1 Th;;?klists. worksheets, rating forms, and test scores from each competency aceas.

PA

LEVEL 2 T Representatives statement on the EOP Update that the competency area had
been attained.

LEVEL 3 The termination code used to signify the attaimment of youth employment competencies
J (this may not be used '{f the youth enters employment). ‘

Certification/Credentialing. Upon the attainment of a competency area, the youth wi'l be awarded a
certificate. The actual certificate should be developed by each PIC. The Task Force recommends that youth
cowetenCy certificates be designed in such & way as to either indicate the broad corpetency area (e.g.,
work maturity) or the competency area and the competency indicators the youth met (i.e., good attendance).

The indicators not met by the youth should not be listed since this tends to leave negative connotations.

A certificate should be signed by the JTPA Representative, the PIC Chair, and may also be signed by the
employer, worksite supervisor, or classroom instructor as appropriate. The certificate should be presented
only for achievement of a competency area not just for attendance or enroliment.

This certification process s valuable from several perspectives. For the youth it provides an award for
something he/she accomplished. Many JTPA youth have never had this type of positive recognition for what
they have done. With competency indicators listed on the certificate, it can serve as a mini resume which
details the youth's abilities to 8 prospective employer. The certificate being signed and attested to by an
employer and the PIC chair may give this mint resume added weight in the eyes of a prospective employer. For
the potential employer this certificate should indicate that the youth has fn fact proven that they are compe--
tent in this area or areas Stated. This can prove helpful in the screening process.

Two additional means of providing recognition of competency attainment are worthy of mention and consid-
erstior. First 1s a letter of reference from the supervisor (while n the program), a PIC member and/or the
JTPA Representative. This kind of letier can help the youth in a job search. A second means of recognition
is {n the form of academic credit from the local school system. This would have to be arranged with the
school system through a formal agreement.

Pre-Employment. The pre-employment competencies have been des to artfculate the skills and knowledge
vital to making informed career chofces and securing employment. The youth will develop an awdreness of self,
the world of work, the labor market, community resources and what loyers look for when they hire a person
for a job. The major competencies are 3s follows:

- The youth participant will be able to make (at least preliminary) career choices
and be able to prioritize those choices. The participant will be able to describe
the chosen occupation and relate it to his/her own interests, skills and qualfities.

- The youth will identify educational institutions which offer training and employers
who offer employment in his/her chosen career.

- The participant will be able to demonstrate 2 basic awareness of community resources.
- The youth will demonstrate an awareness of how to find, make application for,
and interview for a job.
Pre-assessment in the pre-employment competency ares is accomplished primarily through an interviewing
process. A sufficient number of questions should be asked such that the person doing the assessment can
determine current level of competence. To determine level of competency on f11ling out a job application

ERIC 10




- - ,
' .
~ " 'form, an employment appﬁmion used an ares employer should be completed and the completed application
" - pated using the criteria on the Job Application Rating Sheet.
. Such pre-assessment should be noted on the Applicant Assessment form (JTPA 02). Once a deficiency {is
,--!ﬁ:ted. the participant may be enrolled in a program activity. Classroom training (generic) or individualized
instruction are the most appropriamivities to help youth develop competency in this area. This instruction
may be *he only activity the participant is involved in, be the first ina series of activities, or run con-
currently with other activities (e.g9. work experience).
To become certified in the pre-employment competency area a participant must have achieved competence

{n a minimum of eight out of the ten competency indicators.”
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PRE-EMPLOYMENT AND WORK MATURITY COMPETENCIES FOR YOUTH

Introduction

Pre-employment competencies represent the skills youth need to make career decisions as well as those
needed to obtain a job. Some skills relevant to this area include awareness of self. understanding specific
occupations, job search techniques and job interviewing skills. Life skills such as using a phone, telling
time, making change and using public transportation may also fall within this area. ¢ )

Work maturity skills demonstrate youths' ability to apply skills on ¢he job in a manner that meets local
employeré expectations regarding basic employee responsibilities. More specifically, these skills include
positive work habits, attitudes and behaviors such as being punctual, regular attendance, appropriate appear-
ance, good working relationship with co-workers, initiative and following instru&tions.

Examples of competencies developed in the areas of pre-employment and work maturity are provided here
to familiarize you with varfous competency systems. These examples represent local or state level efforts.
You will note some differences from example to exarple in formatting the competencies. though basically each
competency system has similar elements: competency statements, benchmarks, and docrmentation. Also included
are examples of instruments and rating scales used to-measure youth's at_ainment of the competencies.

As you review and consider these exinples for developing and implementing your own competency system,
there are two points to remember: 1) your system must reflect local employers expectations of skills needed
by entry-level employees, and 2) the measure of competency attainment sust reflect the standard expected by
local employers. However, this does not mean an individusl teacher can not adapt a competency system to -
take into account handicapped students individual needs.

Yo individualize the skill training, some competencies may need to be broken down into smaller achievable
parts to enable your students to attain them. Additional time for learning and practice may be necessary.
You may need to consider alternatiye activities that lead to the attainment of a given competency, If a
paper and pencil activity is the suggested measurement technique, consider substituting this activity for
one more appropriate to your students' capabilities which still reflects the standod sought. If careful
consideration 1= given to the implementation of a system of competencies, Tt will be meaningful to both
employers and youth alike.

-

Pre-Bmployment and Work Maturity Skille, Bwample 1: Pre-Bwployment and Work Maturity Compétency Areas
Sowmrce: The Kansas Task Foroe on Youth Competencies

Pre-emp! nt etency Area

Pre-assessment in the pre-employment competency area is accomplished primarily through an interviewing
process. The youth's level of competency <&n be assessed by asking the questions that sppear on the various
worksheets and assessment instruments presented in this report. It may not be necessary to ask all questions,
however, a sufficient number of questions should be asked such that the person doing the assessment can
determine current level of competence. To determine level of competency on filling out a job application
form, an employment application used by an area employer should be completed and the completed application
rated using the crifieria on the Job Application Rating Sheet.

Such pre-assessment should be noted on the Applicant Assessment form. Once a deficiency is noted, the
participant myy be enrolled in a program activity. Classroom training (generic) or individualized instruction
are the most appropriste activities to holp youth develop competency in this area. This instruction may be
the only activity the participant is involved in, be the first in 2 series of activities, or run concurrently
with other activities (e.g. work experience).



COMPETENCY INDICATOR

BENCHMARK

METHOD OF
ASSE SSMENT

1.

10'

Participant will identify
vocational or career
interests.

The participant demonstrates
a knowledge of his/her selected
career,

The participant demonstrates

an awareness of personal skills
and attributes which make them
suited to a chosen occupation.

The participant can identify
Vo-Techs or Colleges which
offer training in his/her
career fiela.

The participant can identify
emplnyers in local job market
which utilize the chosen
career field.

The participant will identify
community resources in the
locality and their services.

The part - iyant can identify
resources ‘- locating jobs.

The participant will provide
a positively stated response
for the most commonly asked
questions by an employer.

Participant can satisfactorily
complete an employment applica-
tion.

OPTIONAL _
B. Participant will be able

to satisfactorily develop

a resume,

Participant can perform
satisfactorily in a job
interview.

Can name 3 jobs which interest
him/her and prioritize choices.

Can identify specific information
abcut the joo.

List § qualities or skills the
youth possess which correspond
to a chosen occupation.

<

Can name all or 3 (whichever
15 less) colleges or vocational
technical schools which offer
related training.

Can name 3 employsrs which offer
employment in related field.
Hiring requirements.

Participant will receive satisfac-
tory or better (10 out of 15 re-
sources) score on the Conmunity
Resource Checklist..

The participant can satisfactorily

answer all questions on Job Finding

Sheet.

The participant will receive a
satisfactory score for positive
responses (written or verbal) on
15 out of 20 questions.

On a minimum of 2 applications,
the participant will receive 2
rating of satisfactory or above
in each of the following areas:

1. Neatness

2. Accuracy/Completeness
3, Legibility

4. Spelling/Grammar

5. Following directions

Participant will receive & rating
of satisfactory or above in each
of the three categories:

1. Verbalizing

a. Volunteering information
b. Asking questions
c. Answering questions

2. Personal Characteristics

a. Appearance

b. Ability to work
c. Hand shake

d. Eye contact

e. Posture

3. Knowledge/interest of company
and position

Completion of number 1 on the
Occupatioral Worksheet.

Completion of 2 thru 14 on the
Occupational Worksheet.

Completion of number 15 on the
Occupational Worksheet.

Completion of number 16 & 17
on the Occupational Worksheet.

Completion of number 18 on the
Occupational Worksheet.

Completion of Community
Resources Checklist.

Completion of the "Where to
Find a Job" Worksheet.

Completion of questions on the

"gyestions Employers May Ask"
rks .

Job Application Rating Sheet

Interviewing Ski11s Rating Sheet

Note: -, To become certified in the pre-employment competency area 3 participant must have achieved competence
in a minimum of eight out of the ten competency indicators.
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(KANSAS TASX FORCE ON YOUTH COMPEIENCIES)
OCCUPATIONAL JORKSHEET

Name of Student
1. Name three occupations (jobs) which you are suited for and that interest you in order of priority.

First Choice

Second Choice
Third Choice

Note: The remaining questions relate to the occupational choices 1isted above as First Choice.
2. What is the usual beginning wage for this occupation?
What 1is the average wage for this occupation?
3. Is this career now in demand in the local area?
Nationally?
4. What is the long range outlook (demand) for chosen occupation?

5. Does this occupation require a license or any special permits?
How much education or training is needed for this career?

7. Do you need your own transportation to carry out job responsibilities?

Will travel be involved?

8. Do you need special clothing for this job?
If so, what kind?

9, Do you need special tools or supplies for this jobh?
If so what kind?

10. What are the disadvantages of this job or career?

11. What are the advantages of this job or career?

12. Describe the working conditions of this particular career.

13. Do people in this occupation have unions or professional organizations?
If yes, what are they?
14. How or where can you find out more about this occupation?

15. List five qualities or skills you have that will be important to succeeding in this occupation.

16. Name three colleges or vocational schools {public or private) that offer training in chosen
pccupation and their location.

17. Select one of the schools listed in question 15 above and provide the following information
about the training offered:

a. name of training offered

b. length of training program

¢. entry requirements

d. total cost of attending

(include tuition; books; and r.terfals) ~

18. Narme three employers who hire people in your chosen occupation.

[ certify that a!!lo?‘thé‘ahpve questions have been satisfactorily answered bj the participant.

T CERTIFYING SYGNATURE DATE

14
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(KANSAS TASK FORCE OR YOUTH COMPETENCIES)
COMMUNITY RESOURCES CHECKLIST

NAME : o
1. Job Service Center (D) A. Physicals, immunizations, and general health care "
2. Community Action Center (H) needs
3. SRS {Social and Rehabilitation B. Written and driving test before issuing a license
Services) (E) C. Book, magazines, and resource information
4, Vocational Rehabilitation (6) D. Carries a job bank of local and statewide jobs and
5. Continuing Education (F) makes job referrals
6. Police Department (1) E. 5:2:::::;:“" grants, food stamps and daycare
7. Fire Department (0) F. GED testing center and advanced class
8. Mental Health Department (L) G. Provided training and assessment for the handicapped
9. County Health Department (A) H. Temporary or emergency food assistance, clothing bank,
____10. Alcohol and Drug Abuse Center (N) and government commodities
_____11. License Examiner (B) I. Public safety, checks on stolen property
____12. u.S. Army Recruiting Station (M) J. Prot;perty tax, vehicle 1icenses, marriage licenses,
etc.

13. Public Library (C)

:M. Social Security Administration (K) K. Applications for Social Security card
15. County Courthouse (J) L. Counseling and testing services
M. Enlist in the Armed Forces
Score N. Counseling for drug and alcohol abuse problems
0. Fire and rescue services
T CERTIFYING SIGNATURE GATE

(XARSAS TASK FORCE ON YOUTH COMPETENCIES)
WHERE TO FIND A JOB

The following questions and activities are designed to help you discover particular places where you may
go to seek employment,

1. Name three businesses in your area where you could go to find a8 job in your career choice.

a,
b.
c.

What i{s the phone number of your State Employment Office?
Under what heading in the want-ad section of a newspaper are available jobs listed?

In the want-ad section of a8 newspaper find an ad which relates to your Career choice. Cut it out and
tape the ad below.

Tape ad here.

5. Name 3 friends or associates you would talk to 1f you were looking for a job.

6. List ] person you m:ght contact at each of the companies listed above to discover openings.

7. List a private agency which provides employment services, 1f any.

I certify that all 7 questions above have been answered satisfactorily.

CERTIFYING SIGNARTURE DATE

Q 12
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{XARSAS TASK FORCE ON YOUTW COMPETNCIES)

QUESTIONS MANY EMPLOYERS ASK

1. Why do you think you would 1ike to work for our company?
2. What do you know about our company?
3. What interests you most about our product/service?
4. Why did you leave your last job?
5. What type of work do you enjoy most ind feel capable of doing?
6. Do you have any special skills or abilities that would benefit our company’
7. What 1s your long-term career goal?
i 8. Besides money, what satisfaction do you expect to get from your job?
9. Would you transfer to another city if the company requested?
- 10. Would you be willing to travel if it is required for the job? How much of the time?
11. Would you be willing to use your own car if it ‘s required for this job?
12. Would you be willing to work overtime, if necessary?
13. Are you willing to work any shift? Rotating shifts? Weekends?
14. What are your hobbies and leisure-time activities?
15. What school subjects did you Tike best? Least? Why?
16. Do you have any limitations that would determine where you should work or the type of wrk you

would be willing to do?
17. What are your assets?
18. What are the strong points of your personality/character?

19. Do you have any activities, commitments or responsibilities that might cause you to
be absent from work?

20. When would you be able to start working?

1 cirzify that the participant has provided positively stated responses to
2 minimum of 15 of the 20 questions stated above.

~ CERTTFVINR STGNATURE DATE

(XANSAS TASK FORCE O% YOUTH CONFSTENCIES)
JOB APPLICATION RATING SHEET

Name: RATING SCALE COMMENTS

"OUTSTANDING [ SATISFACTORY [ PARTIAL | WARGIRAL (R0
PROFICTENCY | PROFICIENCY | PROFICIENCY | PROFICENCY |PROFICIENCY

"RPPLICATYON PROCESS:

. Neatness

Legibility

Spelling/Grammar _

- Following Directions

GEMNERAL COMMENTS:

The above ratings are based on my observation and knowledge and represents my best judgment of the
participant's performance.

SYGHATORE OF CERTITIER DATE
This report has been discussed with me: —
T PARTICIPART™S SIGCNATIRE DRTE
13
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(KARSAS TASK FORCE ON YOUTH COMPETENCIES)
INTERVIEWING SKILLS RATING SHEEY

Name: e T;FQTE'G_SCALE o COMMENTS
EHEE:
sE158).8 198 ©
i | E" redng FrIny b

RATING AREAS SF | 58 §§ gg of

COMMUNMICATION/VERBALIZING: Sends clear messages and {s
abTe to correctly understand the messages to others.
Listens to questions 8 answers completely and directly.
Provides voluntary information regarding self
interests, abilities, additional skills and/or

previous experience.

Asks questions clearly and concisely.

PERSONAL CHARACTERISTICS: Able to identify and
demonstrate positive personal appearance and
attitude.

Appearance is neat and clean.

Identifies and commnicates ability to work with
others constructively.

Demonstrates positive attitude through usage of firm

handshake, maintains steady eye contact, and body
posture,

KNOWLEDGE OF COMPANY AND POSITION: Cosmunicates
bssic background knowledge of company/program.

lfc.uumnm:ates basic knowledge of position.

—— .--.---.---...-.--,--.wJ

The above ratings are based on my observation and knowledge and represents my best judgment of the
participant's performance.

= SYGAATIRE OF CERTIFIER — Position Date

This report has been discussed with me:

Participant's Signature ~ Date

17
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Sourca: Kansas Tusk Force on Youth Competanoies

Work Maturity Competency Area

Pre-assessment of Nork Maturity skills fs done by interviewing the participants' previous employers.

The employer is contacted and asked to rate the youth on the work maturity competency indicators as they
appear on the Nork Maturity Rating Sheet. A note is made on 'he completed form that it is a pre-assessment

and then s placed in the participant file. .f the participant was not previously employed, it will be ¢
assumed that the youth does not have competence in this area.

The work maturity competency area is primarily used in conjunction with Nork Experience, 0JT, and Youth
Try-out Emploment, Certification in work maturity can also be accompl shed as a part of a classroom training
situation. Good work habits and behaviors are quite similar to that of being a good student.

When the work maturity competency arca has been established as a goal it is indicated as such in the
Employability Development Plan. Once the youth has been placed in training the JTPA Representative provides
an orientation to both the youth and the worksite supervisor. They are provided with the following:

- definitions.of the competency indicators the youth will be rated against

- an explanation of the rating scale and what an acceptable rating is to
be considered competent in work maturity

- dates for submitting the rating sheets and procedures for corrective

action if the competencies are not being met.

Each youth is assessed three times during the duration of the program. The first assessment s con-.
ducted two weeks from the first day of the program activity. The second assessment is required in the middle
of the youth's training activity. The third assessment is required at the conclusion of the training period.
If in the first two assessments it §s discovered that the youth {s demonstrating difficulty in meeting the
competencies, an additional review will be scheduled for two weeks later. In this conference the supervisor
will further explain expectations as well as the consequences of a less than satisfactory report. If a
problem occurs prior to the scheduled dates, a spot review may be carrfed out and a two week probationary
perfod may follow.

METHOD OF

COMPETENCY INDICATOR BENCHMARK _ASSESSMENT

1. Participant desonstrates good Participant will show up on time Measured by employer attendance
attendance and punctuality. 9 days out of 10 on program activity. reports and documented on rating

sheet.

2. Participant notifies supervisor Participant will follow procedures Measured by employer rating
1f he/she will be lata or absent. 100X of the time. sheet.

3. Participant completes given Rating of satisfactory or better. Measured by employer rating
tasks to the satisfaction of sheet,
the employer,

4. Upon completion of tasks, Rating of satisfactory or better, Measured by employer rating
participart requests further sheet.
assignments from the supervisor.

5. Participant completes assigned Rating of satisfactory or better. Measured by employer rating
tasks within reasonable time sheet.
frames.

6. Participant follows instructfons Rating of satisfactory or better, Measured by employer rating
to the satisfaction of tne sheet,
supervisor.

7. Participant works with co- Rating of satisfactory or better. Measured by employer rating
workers in a compatible manner sheet.
according to worksite polfcies.

8. Participant interacts with Rating of satisfactory or better. Measured by employer rating
supervisor in appropriate manner. sheet.

9. Participant attempts to solve Rating of satisfactory or better, Measured by employer rating
work-related problems or seek sheet.
advice from supervisor and/or
co-workers.

15 18



METHOD OF

COMPETENCY INDICATOR BENCHMARK Assssm
10. Participant demonstrates ability Ratinj of satisfactory or better. Measured by employer rating
to prioritize the tasks involved sheat,

in an assignr-at.
11. Participant dresses appropriately Rating of satisfactory or better. Measured by employer rating

for the jobd. sheet,
12. Participant demonstrates Rating of satisfactory or better. Measured by employer rating
initiative in carrying out sheet.

work assigmment.

Hote: To be certified as competent in the work maturity area the youth must recefve a satisfactory rating
or better on 9 out of the 12 individual competency measures. A satisfactory rating on individual
measures must be achfeved on efther the third and final assessment or on 2 out of the 3 regularly
scheduled assessments., ,

{KANSAS TASK FORCE O YOUTH CONPETENCIES)
JOB PERFORMANCE REVIEW RATING SHEET

Participant: INSTRUCTIONS: Comments requested for all ratings of
Worksite: Partisl Proficiency, Marginal Proficiency, and No
: Proficiency. Please include what participant needs
Rating period from to to do to improve performance.
[ CORPETERCY INDICATORS ) RATING SCALE COMNENTS

Participant will be evaluated

3 times. Participant will be ANDING | SATISFACTORY | PARTIAL MARGINAL NO

rated as follows for this PROFICIENCY | PROFICIENCY | PROFICIENCY | PROFICIENCY | PROFICIENCY
_particular evaldation. 100% 0% 80% 70% 60% '

. Completes given tasks to the
satisfaction of the super-
visor: \

2. Requests further assignments
upon completion of tasks

3. Completes assigned tasks
within reasonable time

4. Follows supervisor's
Instructions

5. Works with co-workers in
compatible manner .

6. Interacts with supervisor
in an appropriate manner

7. Attempts to resolve work
related problems

8. Organizes and prioritizes
the tasks involved in

work assi ts
9. Dresses apmpr!aﬁ?y for
NL the job
0. Demonstrates initiative v

in carrying out work

assignments
Demonstrates good attendance and punctuality Yes No
Notifies supervisor if late or absent Yes No

The participant demonstrates an acceptable level of performance at the tasks listed in
his/her training outline at this time Yes Ko Does not apply

GENERAL COMMENTS:

R NPT Y

I certify that the above information is accurate and represents my besi judgment of the participant's
performance.

Supervisor Representative Date
This report has been discussed with me:

Farticipant’s Sigature “Tate

o 16 19




Pra-Bmployment and Work Maturity Skills, Exawple 2: Swwmer Youth Employment Training Program Bmployability
sh'fml.a Owrriculum, Benchmarks, and Certification
Twahniques

Source: Private Industry Cownoil of South Florida, Miami, Florida

This competency based system is divided into three sections. The first section provides the core
curriculum. (Only a portion of the Ecployability Skill Core Curriculum is presented here.) Programs are
regu;lred to offer the core currfculum as a minimm to all particigants in the summer program. The second
section provides the corresponding benchmarks used in assessing participants' skills and certifying their
competencies. The third section indicates the types of assessment procedures to be used to certify the
participants‘ skills,

Seation 1
Employability Skills Core Curriculum
- E. Job Search: Identifying Leads
Objective:
1. Yo develop skills in identifying job opportunities and following up on job leads.
Possible Approaches:

1. Have students bring in copies of the classified advertising section of 8 newspaper
and analyze the classified ads to learn how ads are categorized, what key abbreviations
mean, and how to interpret key phrases and messages in the layout 2nd content of ads.

2. Have participants select 3-4 ads and outline the steps to use in following up on
these leads.

3. Have participants identify other job leads and outline the steps to use in following
up ¢ these leads.

Results:

Increased skill in using want ads and other sources to identify job openings for which a
participant might wish to apply.

F. Job Search: Following up on Job Leads
Objective:
1. To develop skills in following up on job leads.
Possible Approaches:

1. Provide instruction through filmstrips, tape recordings, role playing, etc. covering
the following:

A. Setting up & job interview.

B. Collecting information needed for the interview.

C. How to dress to get a job.

D. Behavior expectad at the interview.

E. Questions you may be asked

F. Answering questions appropriately

6. Questfons you may not have to answer

H. Questions you want answered by employers during interview

2. Involve student in role playing, evaluating, video taping, etc. for each of these
interview skil1l areas.

3. Provide feedback and suggestions for sodffication/improvements.
4. Provide formal instruction in telephone use covering the following skill areas:

Using the telephone book

Askiny for operator assistance
Requesting informatfon via the telephone
Giving appropriate telephone messages
Receiving messages

(Southern Bell Telephone has available materials, films, speskers, etc.)
5. Have students practice listening to directions

Provide instructfon in communicating with supervisors, taking criticism, making
suggestions, etc. .

Results:
1. Participants will demonstrate improvement in dealing with daily communication demands.

20 | ‘
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Seotion 2

Employability Ski11s Benchmarks

Benchmark Element
tiusber Employability Skills
5 Job Search: Provided simulated role-play situations, want ads and job leads,
Want Ads/Job Leads the participant will demonstrate and explain, using good oral
cormunication skills, how to use want ads and follow-up on job
leads, to the instructor's satisfaction.

6 Job Applications Given varfous job applicatfon forms, the participants will
complete the applications neatly, insuring all required informa-
tion is entered and is correct.

7 Interviews Given a sfmulated job interview, the participant will demonstrate
appropriate interview techniques, including appropriate non-verbal
behavior and oral communication skills, to the {astructor's satis-
faction.

8 Job-Keeping Skills: Without the aid of references, the participant will fdentify what

Employer Expectations an erployer expects from an enployee and explain the importance
' of employer expectations in keeping & job, to the instructor's
satisfaction.

9 Job Keeping Skills: Given simulated role-play situations on a job, including job

Employee Relations/
Handling Problems

conflicts (with a supervisor or a fellow employee), the participant
will demonstrate and explain, using good oral commnization skills,

on the Job good and bad work habits, and demonstrate how to reso.ve job con-
flict by himself/herself, and/or by grievance procedurvs, to the -

{nstructor's satisfaction.

Seotion 3
Employabflity Skills Assessment Procedures

Benchmark #5: Job Search: Want Ads and Job Leads

Select a situation for the participants (for instance, a participant wants a clericsl position, has only 6
ronths classroom training, and types 35 wpm), Give the participants the classified section of the paper,
and have the participants choose J jobs for which they feel they would qualify. HNave the participants
explain why they fezl they would qualify for the positions. In addition, have the participsnts explain what
the abbreviations in the want ads mean. Have the participants give you five kinds of information to look
for in want ads that would help them decide which jobs to apply for.

In evaluating each participant, ook at the following:

- Were the jobs selected by the participant appropriate (1.e., did the participant select jobs
for which he lacked the specified experience and therefore would not get hired?)

- Did the participant understand the abbreviations {n the want ads?
- Was the participant able to use the classified ads without difficulty?

- Was the participant able to give you the following kind of information sbout each job in
cases where this information was avatlable in the ad?

a. Type of work
b. Jobd locatfon
c. Amount of pay
d. Working hours
e. FEducation and/or training required.

Select a job lead situation for each participant, eg., job Tead through the paper (want ad), or job lead
through a friend. Select one of the ways in which participant will have to follow-up ({.e., personal contact,
by letter, by telephone). Have the participant role play the follow-up.

In evaluating, look at the following:
Follow up by personal contact:

- Appropriateness of dress
- Speaking ability

- Interviewing techique
- Job application,

Follow-up by letter:

Were spelling and grammar correct?

Was the letter neat?

- Kas the letter short and to the point?

01d the letter contain the following information? 21
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a. Name of the job the participant was applying for

b. Information about the participant's background and experience
c. Why the participant wants the job

d. References

e. Reqiest for an interview.

Fallow-up by telephone:

- Did the participant give his/her name?

Did the participant ask for a specific individual?

Did the participant state the job he/she was interested in?

Did the participant state how he/she found out about the job?

Did the participant get the time and date for interview, place of interview, name of
person to see?

Did the participant get information on the job requirements?

Did the participant communicate in understandable English?

Benchmark #6: Filling Qut Job Application

]

Explain to the participant that he/she is in a simulated personnel office of the XVZ Company and give the
participant a job application. Explain to participant that the application nust be neatly printed, filled
out in ink, and a1l information which pertains to the participant must be completed, i{f possidble. In
addition, you can state to the participant what job he/she is applying for. You can state & time 1init of

20 minutes. A participant should be able to complete an application within that timeframe. When the partici-
pant has completed the application, have it turned in to you.

Examine for the following:

- Neatness: no excessive crossing out, or unreadable writing
- Spelling
- Completeness

Possible Approaches:

1. Have students learn how to follow up on job leads by telephone. Have students role play
presenting themselves well on the telephone and setting up job interviews.

2. Role play what happens when students present thesselves at personnel offices where “apply
in person* is specified instead of telephone contacts.

Results:
1. Increased understanding of the hiring process and {ncreased skill in following up on job leads.

G. Filling Out Job Applications
Objective:
1. To increase one's skills in successfully completing job applications.
Possible Approaches:

1. Develop an emplo t-education history sheet as & working tool. Include
employers, school, skills, and beginning and ending dates for each.

2. Learn how to secure references, and who makes good references.
3. Have all ne. -csary documents: work permits, social security cards, etc.

4. Practice completing various job applications, using the employment/
education history sheet to facilitate this process.

Results:

1. Increased understanding of, and ability to effectively complete job
applications.

H. Job Interviews
Objective:
1. To develop the competencies needed for success in job interviews .
Possible Approaches:
1. Review general interviewing skills and focus specifically on job interviewing.
2. Have participant answer the following questions before the interview!

What do I want?

Why am I here?

How can I contribute?

What salary range will I consi{der?

QMmoo
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3. Have partictpants role play thé parts of both employer and applicant. Have
participants’ critique each other on sppearance, behavior, style, content, etc,

4, Use audio and video tapes where possidle to enable participants to hear and
view themselves and improve their self-presentation skills accordingly.

5. Have employment interviewers from {ndustry conduct mock inlerviews and
critique applicants.

Resyl ts:
1. Increase competencies needed for successful job interviewing.

I. Job-Keeping Skills
Objectives:
1. To identify specific on-the-job problems that could arise.
2. To apply a problem-solving approach to effectively deal with these problems.
3. To identify appreciated work habits

a. High quality work

b. Productivity

Ab{lity to follow written/oral instructions
Judgment

Attendance

Punctuality

Calling for absences or lateness
Telephone use

Courtesy

Interest {n work

Pride in one's work

. Grooming and .personal habits

Possible Approach:

1. Design and develop various case studies or role play exercises to enable
participants to develop, apply and critique a varfety of solutions for
each of various types of problems,

Deal {ng with supervisors

Dealing #ith co-workers

Handling criticism

Following rules

Dealing with {rresponsible behavior

Dealing with inappropriate dress or personal habits,

»

- Nl = UL D OO

“-moOn oM

Results:
1. Increased problem-solving skills and greater awareness of job keeping skills.

Benchmark # 7: Job Interviews

Use the application that the participant has completed. Explain to participant that he/she is going to be
placed in a role play job fnterview, and he/she must treat it as the real thing. Set the scene (for instance,
the personnel office at Burdines, 10 A.M. appointment, etc.). If you want, you may have a participant or
instructor play the role of the receptionist. As the interviewer, ask questions about some of the following:

- Job experience

- fducational background and experience

- Why he/she wants to work for your company. Determine if the participant has any
questions he or she cares to ask.

During the interview Yook for the following:

- Ability to express oneself in clear understandable English (i.e., free of slang
or street language)

~ Personal appearance: Was the participant neatly attired, in appropriate clothing?

Was the marticipant's hair style appropriate, etc.? (Participants should have been

notified i{n advance. If personal appearance is lacking, determine after the

inter:iew ;f participant knows how to dress and groom by asking the participant

questions.

Was the participant able to sell himself/herself?

was he/she aggressive, confident, or timid?

7id he/she answer questions in only yes or no style?

Was the participant able to understand the questions asked, andwere the responses

exprassive?

- Posture of participant. Was the participant too relaxed (lounging) or was the
participant too stiff?

20
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Benchmars #5: Employer Expectations

Ask the participant to give you 6 employer expectations and explain why meeting employer expectations {»
{mportant in keeping one's job. Some employer's expectstions that should de included are:

- Judgment

- Punctuality

- Ability to work with others
- Quality of work

- Productivity

- Abflity to follow directions
- Courtesy

- Interest in one's work

Benchmark #9: Job Keeping Skills: Employee Relations/Hand1ing Problems Cn The Job

a. Tell the participants they are in a role play office situation. Then select 2 participants, one who
is being assessed/certified and one who is not. Without the assessment/certification candidate hearing,
inform the one who 15 not being assessed that he/she is to demonstrate poor working relationships and
habits. Then inform the other participant that he/she will have to demonstrate good working relation-
ships and habits. Give them 10 to 15 minutes at the role play and then stop them,

Ask the participant who had to demonstrate good working relationships and habits what was wrong with
the other participant's performance. ' :

d. Inform participants that they are in role play situation, and select a situation for the participants
(for instance, trouble with an immediate supervisor or co-warkers). Then inform the participants that
he/she will have to solve the problem through either personal resolution or a grievance procedure.
Have participants role play for approximately 10 minutes.

Evaluate participants' handling of the problem.
Personal Solution:

- Did the participant act friendly?
- Did he/she explain the problem and how it was affecting them?
- Did he/she offer a solution which was beneficial for both parties?

Grievance Procedure:
- Did the participant follow correct procedures or chain of cormand?

(Private Industry Counail of South Florida)
ORAL COMMUNICATIONS CHECKLIST FOR USE WITH BENCHMARKS

Satisfactory | Unsatisfactory

1. Did the participant speak clearly
and distinctly?

2. Did participant avoid using slang/
street language?

3. Did participant use correct word
pronunciation?

4. If non-verbal communication was
used, did the participant use it
correctly and was it appropriate?

Remarks:

Signature: : Date:

24
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Sowrce: Private Industry Cownoil of South Florida

Mork Maturity
Seation 2
NORK MATURITY BENCHMARKS
Benchmark
Number C
1 Attendance Given an eight week period, the participant will have no more than 3 excused

absences in this period, unless extenuating circumstances we: present and
are documented.

2 Punctual ity Given an eight week work period, the participant will not exceed a total of
five minutes late in each five day work period. In addition, the participant
will demonstrate the procedures for notifying supervisors {f they are going

to be late, .
3 Grooming/ Given an efght week work period, the participant will demonstrate good grooming
Hygiene and hygiene and the ability to dress according to the job to be performed, to

the supervisor's satisfaction, as documented in biweekly evalyation forms com-
pleted by the supervisor.

4 Following Given oral §nstructions for a work assignment, the participant will complete tho
Directions assignment as instructed and within the timeframe specified 1f a time limit was
given, to the supervisor's satisfaction,
5 Quality of Given work assignments, the participant will sccurately complete the assignments
work to the supervisor's satisfaction, as documented in biweekly evaluation forms
completed by the supervisor.
6 . . Work Quantity Given work assignments and instructions, the participant will complete all tasks

in accord with the instructions provided, as documented in biweekly evaluation
forms completed by the supervisor. .

7 Dependability Given work assignments, the participant will demonstrate that he/she can follew
directions, complete work on time, as specified, without close supervistan, to
the supervisor's satisfaction, as documented in biweekly evaluation forms com-
pleted by the supervisor.

8 Working Given work assignments which require giving or receiving assistance, the partici-
Relationships pant will demonstrate ability to work with co-warkers, to the supervisor's
satisfaction, as documented in biweekly evaluation forms completed by the super-

visor.
9 Personal Given an eight week work period, the participant will demonstrate acceptable
Behavior behavior, to the supervisor's satisfaction, as documented in a -biweekly check-

1ist completed by the supervisor,
/

Seotion 3

/ Work Maturity Assessment Procedures

Benchmark #1: Attenddnce

A. Review participant's time sheet for attendance and check supervisor's records for documented
absences.

8. Review supervisor's evaluation forms,

Senchmark #2: Punctuality

A. Review participaht's time sheet and supervisor's records for any lateness exceeding five
minutes.

8. Review supervisor's evaluation forwms.
C. Give participant a role play situation in which participant will be late for work.
D. In evaluating role play, the participant must demonstrate the ability to notify the supervisor in
sufficient time that he/she will be late, including reason for lateness and estimated arrival time,
Benchmark #3: Gﬁoomnmune
A. Revtey/supeqﬂ-sor's evaluation forms.

B. Look at the participant and arrive at a judgment on his/her grooming/hygiene, using the attached
cne;,ms: for determining 1f the participant has met the requirements of this benchmark.
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Benchmark #4: Following Directions
A. Review supervisor's evaluation forms,

8. Select a task for the participant. Give the participant oral instruction on the task and set a
time 1imit for task cospletion.

C. Evaluste the participant's performance in the following areas:

- Participant‘s attitude

- Were the instructions followed correctly?

- Did participant ask questions {f he/she was confused about the task?
- Did the participant complete the task in the specified timeframe?

Senchmark #5: Quality of Work
A. Review supervisor's evaluation forms.

8. Select a task for the participant to perform, giving all fnstructions.
C. Evaluate the quality of the participant's work, using the attached checklist.

Benchmark ¢6: Work Quantity
A. Review supervisor's evaluation forms,

B. Select tasks for the-participant to perform, giving all necessary instructions. This may
include the task used above {Benchmark #5).

C. Evaluate the quantity of work performed, using the attached checklist.

Benchmark #7: Dependability
A, Review supervisor's evaluation forms.

B. Select a task for the participant to perform, giving all necessary instructions. This may
¢ include the same task(s) used for assessing benchmark #5 and benchmark #6, evaluated in
relation to the criteria for dependability.

C. Evaluate the quantity of work performed, using the attached checklist.

Benchmark #8: Working Relationships
A. Review supervisor's evaluation forms. #*

B. Select a task assignment in which the participant must assist or receive assistance in
completing a task.

C. Evaluate the participant, using the attached checkliss.

Benchmark #9: Personal 8ehavior
A. Review supervisor’s evaluation forms.
B. Evaluate the participant, using the attached checklist.
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(Private Induatry Cowwil of South Florida)

Nork Maturity Benchmarks
Supervisor/Evaluator Checklist for Assessing Benchmark Attainment

Agency . Project
Worksite

Supervisor

Partic{pant Time Period

Satisfactory | Unsatisfactory

1. Attendance
2. Punctuality

3. Grooming/Hygiene:

A. Does participant dress appropriately for the
job (no shorts, halters, etc.)?

8. Does participant groom hair neatly and
appropriately?

C. Does participant keep beard/moustache neatly
trimmed, 1f applicabdle?

D. Does participant demonstrate good hygiene?

4. Following Directions:
A. Does participant exhibit a positive attitude?
B. Were instructions fallowed correctly?
C. Does participant ask questfons, if necessary?
D. MWas task completed within specified time-
frame?

5. Quality of Work:
A. Was completed work neat and accurate?
B. Were errors corrected?
C. Were instructions followed?

6. Work Quantity:
A. Has all assigned work cm:pleted?
8. Were work assignments completed in a timely
and efficient manner?
C. Was the quantity of work completed in
accordance with the instructions given?

7. Dependability:
A. HWere all instructions followed?
B. MKWas work conpleted in a timely and efficient
manner?
C. Did participant demonstrate initiative in
completing a task (e.g., finding a better way)?
D. If minimal instructions were given, did the 4
. participant use goud judgment in completing .
the task?
E. Can participant carry out work assigrments
without constant supervision?

8. Working Relationships:
A. Does participant render assistance to co-
worker {f requested?
B. Does participant readily request assistance
from co-worker?
C. Does participant exhibit a positive attitude
when working with co-worker?

9. Dlersona] Behavior:
A. Is participant cooperative?
B. Is partictpant friendly?
C. Does participant readily accept work?
C. Is participant willing to listen to new ideas?

Remarks:

Signature: Date:
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Pre-Brployment and Nork Matwrity Skills, Bwample 5: Youth Beployment Competencies for Pre-Ewployment and
Nork Maturity

Sourae: Private Industry Cowncil of Mumboldt County, Burcka, California

Local employers are involved in the development and validation of this competency based system.
Employers are contacted on & continual basis in order to keep the competencies required for specific occupa~
tions current and updated. This competency system is divided into three “tiers® to correspond to the three
age groupings of youth that JTPA can Serve.

PRE-EMPLOYMENT AHD WORK MATURITY SKILLS
TIER I: Ages 14-21

1.A. SELF AWARENESS

1.A.-1 Explain the factors to consider in making career and job choices.

Measures: a. List 5 basic factors to consfder in making career and job choices, and explain why each
{s {mportant.

Tool or a. Career Assessment Summary and Trainer's appraisal

Cocument:

1.A-2 Explain your personal values as they relate to work.

lteasures: a. Complete the classification and ranking of a series of work statements according to
their importance to you; and

b. Ability to discuss your personal values as they relate to work with your peers, the
trainer(s) and/or your counselor.

Tool or a. Career Planning Work Values Worksheet and Career Assessment Summary
Document:  p  Trainer's appraisal

P - - - - - . Sy S O - -

1.A-3 Identify the strengths that you have that might apply to a work sftuation.

Measures: a. Complete a "billboard® to describe your strengths as ¢ might apply to a work
situation, and be able to discuss it with your trainer(s) and peers.

Tool or a. Career Planning Strengths Billboard and trainer's appraisal
Document:

— o S oy o - W G2 R W S A .

1.A-4 Identify skills that you would enjoy using on-the-job

leasures: a. Given a 1ist of skills, complete the selection and sorting of those skills into
four groups ranging from "not satisfying” to "wost satisfying“; and

b. Ability to discuss how your skills relate to what is needed in 3 of your
Job choices.

Tool or 3. Eureka system's "microskills” printout based upon skills {nventory packet
Document: data input

b. Trainer's appraisal

— - 2 . P D S R R R e an W an e R Oy e D S -

1.A-5 Describe a fantasy job that includes factors you consider {nportant.
Measures: a. Draw a detailed picture of yourself working in your ideal job; and

b. Ability to describe your fantasy job to your peers, and to relate
how 1t applies to factors in making your career and job choices.

Tool or a. Qareer Assessment Sumaary Worksheet

Document:  y  tratner's appraisal

TIER II: Ages 16-21
11.A WRITING RESUMES AND APPLICATIONS
11.A-1 Write a 1ife/work history.

Measures: 8. Completed life/work history with 80% accuracy in language usage, grammar
and spelling.

Tool or a. Job Club Life/tiork History worksheet
Document:  ===aw=- et LR LR PR PP
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I1.A-2
Measures:

Too) or
Docusent:

11.A-3
leasures:

Tool or
Docurent:

11.C-3
Measures:

Tool or
Document:

! I 'C-4
Measures:

Yool or
Document:

111.A
II1.A-1
Measures:

Tool or
Document:

I11.A-2
Measures:

Tool or
Document:

TI1.A-3
Measures:

Too!l or
Document:

111.A-4
[feasures:

Tool or
Uocument:

I11.A-5
Measures:

Too! or
Document:

Prepare standard resume to reflect experience, training and goals.

a. Completed resume with 100% accuracy in language usage, grammar and spelling.
8. Resume

Demonstra.e the ability to complete standard job applications.

a. Complete three different standard job applications neatly and legibly and
with 100% accuracy in spelling, content, and language usage.

a. Applications

Demonstrate the ability to conduct effective job interview.

a. Recefive an average rating of 3 or better on {items for two videotaped mock
interviews using scales of 1-5:

1=not acceptable
2=needs improvement
3=average

4=good

S=excellent

a. Trainer's ratings on scales of 1-5

Demonstrate the ability to accept a job offer effectively.
a. Recefve a rating of “"satisfactory” on your acceptance of a mock job.
a. Trainer's ratings

TIER I11: Ages 18-21
JOB SEARCH
Prepare a short tem (30 day) job search plan.
a. Completed action plan with daily weekday activities, timeline and goals.
a. Action Plan

- - - -- ---— - - O - -

Assemble a job search portfolio.

a. Completed portfolio to include 5 typed resumes, completed applications, and
11st of three references with all documents neat, legible and with no spelling
errors.

a. Completed portfolio

Identify potential employers for your chosen job field.

a. Use directories, nowspapers and Other publications to 1ist 10 potential leads
a day, including names, addresses and telephone numbers.

a. Job Club Leads List

Use the telephone to find job openings.
a. Average of ten calls & day.
a. Action Plan Record

Demonstrate the ability to nbtain job interviews.
a. Obtain an average of ore interview per day.
a. Action Plan Record and business card or facsimile from interviewer



Pro-Bwployment and Work Maturity Skills, Example 4: Youth Competency Statements for Swwmer Youth
Bxployment and Training Program

Source: Denver Bwployment and Training Administration

| The competency system presented here identifies aress of competency that all participants were expected
to achieve during the Summer Youth Employment and Training Program (PY 1984). The attainment of youth
competencies was based on the following assessment strategy:

Each competency will be evaluated by considering all the indicators which are essential to
the overall performance of the competencies identified. These competencies will be rated
on the following 1-5 scale:

. ~ 5 - OUTSTANDING PROFICIENCY: Participant consistently performs above average.
4 - SATISFACTORY PROFICIENCY: Participant consistently performs satisfactorily.

3 - PARTIAL PROFICIENCY: Participant has mastery of some of the tasks assncfated
with this competency.

2 - MARGINAL PROFICIENCY: Participant is beginning to learn the basic tasks
associfated with this competency or has a little ability from past experience.

1 - NO PROFICIENCY: Participant is entering activity with no relevant prior
experience associated with this competency or demonstrates little progress
in developing proficiency.

Pre-employment Competency Area

COMPETENCY INDICATOR BERCHMARK ASSE SSMENT

1. Participant will be able Participant will receive a rating of Product Review:
to satisfactorily complete “satisfactory” in each of the follow- The participant must attain
employment application. ing areas: a satisfactory rating in the

five identified areas on 2

1. Neatness out of 3 applications.

2. Accuracy/Completeness
3. Legibility

4. Spelling/Grammar

5. Following directions

2. Participant will be able Participant will receive a rating of Behaviora) Jbservation:
to perform satisfactorily “satisfactory” in each of the three The participant must attain
in a job interview. categories: a satisfactory rating in each
of the three identified cate-

1. Verbalizing

a. Volunteering information
b. Asking questions
c. Answering questions

2. Personal Characteristics

a. Appearance

b. Ab{lity to work with others
. €. Hand shake

d. Eye contact

e. Posture

3. Knowledge/Interest of Company
. and Position

gories.




{Denver Bwployment and Training Adwinigtration)

PARTICIPANT PERFORMANCE EVALUATION
WORK IATURITY COIPETENCY*

1

Participant: INSTRUCTIONS: Comments required for all ratings
works i te: Partial Proficiency, Marginal Proficiency and No
Hire e ~—orrE Proficiency. Plesse include what participant

re Dﬁml;ate' needs to do to improve performance. If you have
Date: € : any questfons, the assigned monitor will assist
Monitor: o you

COMPETENCY AREAS RATING SCAL

m

COMMENTS

Participant will be evaluated every two
weeks in 13 areas of WORK MATURITY SKILLS.
Participant will be rated as follows for
this particular evalution:

SATISFACTORY
PROFICIENCY

PART IAL
PROFICIENCY

PROFICIENCY

PROFICIENCY

QUTSTANDING
PROFLCIENCY
MARG IRAL

Participant has demonstrated good attendance
& punctualfity.

7l;qur-th:ipant has followed leave procedures.

" Participant seeks additional tasks.

Participant completes all assigned tasks.

L Participant completes tasks on a timely bastis.

Participant can and does follow {nstructions.

Participant properly maintains equipment used.

Participant works well with co-workers.

Participant interacts well with supervisor,

Participant can solve work-related problems
independently.

Participant seeks advice from co-workers
and/or supervisors.

Partfcipant has the abdility to prioritize
tasks.

participant dresses éppropriately for the
Jjob. :

4

Achieved Satisfactory in 9 of 13 aress IF PARTICIPANT NEEDS IMPROVEMENT, FOLLON-UP
oR . WILL BE DONE ON:
Increased 2 leveis in 9 of 13 areas. (Date)

This report is based on my observation and knowledge and represents my best judgement of the participant's
performance. '

SIGHATURE OF PANEL FEMBER POSITION DATE
This report has been discussed with me:

PARTICIPART™S SIGRATURE
* Quadrant Coorc ator Initials:

*Youth are evaluated every two weeks by the appropriate worksite supervisor using this rating scale.
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Source: Denver Brployment and Training Adwinietradion

Work Maturity:Co

tency Area
1

;.
COMPETENCY INDICATOR

BENCHMARK

ASSESSMENT

1

2.

3

5

6

10

1

12. Participant will demonstrate
ability to organize by
prioritizing the tasks
involved in an assigrment.

13. Participant will dress

. Participant will demonstrate
good attendance and punctuality.

Participant will notify super-
visor {f he/she will be late

or absent.
.. Participant will complete

tasks to the satisfaction of

the employer.

Upon completion of ""‘%
participant will 1media‘el

seek additional tasks or '

request further assignments
from the supervisor.

. Participant will complete

assigned tasks within reason-

able time frames.

. Participant will follow
instructions ta the satis-
faction of the supervisor.

and maintain the equipment
used on the worksite.

Participant will work with
co-workers in a compatible

manner according to worksite

policies.

Participant will {nteract
with supervisor in a mature
manner,

. Participant will attempt to
solve work-related problems
independently.

. Participant will seek advice

from supervisor and/or co-
workers when needed.

appropr iately for the job
site.

Participant will properly use

Rating of satisfactory or
better.

Rating of satisfactory or
better.

Rating of satisfactory or
better,

Rating of satisfactory or
better.,

Rating of satisfactory or
better.

Rating of satisfactory or
better,

Rating or satisfactory or
better.

Rating of satisfactory or
better,

Rating of satisfactory or
better.

Rating of satisfactory or
better.

Rating of satisfactory or
better,

Rating of satisfactory or
better.

Rating of satisfactory or
better.

Measured by employer
rating sheet.

Measured by employer
rating sheet.

Measured by employer
rating sheet,

Measured by employer
rating sheet.

Measured by employer
rating sheet.

Measured by employer
rating sheet.

Measured by employer
rating sheet.

Measured by employer
rating sheet.

Measured by employer
rating sheet.

Measured by employer
rating sheet.

Measured by employer
rating sheet,

Measured by employer
rating sheet.

Measured by employer
rating sheet.



{Denver Bwployment and Tratning Adwinistration)
SUMMER YOUTH E™PLOYNENT & TRAINING PROGRAM
T PARTICIPARY PERFORMARCE EVALURATION
PRE-EMPLOYMENT COMPETENCIES
T RPPLICKATION PROCESS

Participant: . INSTRUCTIONS: Cosments required for all ratings
Workste: of Partial Proficiency, Marginal Proficiency and
€ Mo Proficiency. Please include what participant
Hire Report . needs to do to improve performance. I[f you have
Date: Due Date: any questions, the assigned monitor will assist
Monitor: | you-
b _
COMPETENCY AREAS RATING SCALE COMMENTS
Participant has received and satisfactorily |@=&%5| =| =1 =
corpleted the pre-employment orientation. -S §§. 3 8 8
Participant has been rated in al) areas as 35%3 gz ig o
follows: : v‘;‘-_-—‘:-—- 5- E... =
APPLICATION PROCESS: '
Neatness
Accuracy/Completeness i
Legibility -
Spel11na/Grammar
Follonigﬂirections .
IF PARTICIPANT NEEDS IMPROVEMENT, FOLLOW-UP WILL BE DONE ON: ]

This report is based on my observation and knowledge and represents my best judgment of the
participant’s performance.

“SYGRATURE OF SUPERVISOR SUPERVISON'S TITLE DATE
‘ This report has been discussed with me:

T PRRTICIFART'S SIGHRATURE
Quadrant Coordinator Initials:
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(Denver Bwployment and Training Adwinistration)

SUMMER YOUTHM EMPLOYMENT & TRAINING PROGRAM
PARTICIPANT PERFORMANCE EVALUATION
PRE-EMPLOYMENT COMPETENCIES

Participant:
Worksite:

Hire
Date:

Report
Due Date:

INSTRUCTIONS: Conments required for all ratings
of Partial Proficiency, Marginal Proficiency and
Mo Proficiency. Please include what participant
needs to do to improve performance.

TORPETENCY AREAS

_COMMENTS

:

————

PARTICIPANT HAS RECEIVED AND SATISFACTORILY COMPLETED
THE PRE-EMPLOYMENT ORIENTATION. PARTICIPANT HAS BEEN
RATED IN ALL AREAS AS FOLLOWS:

SATISFACTORY

CUTSTANDING
PROFICIENCY
PROFICIENCY
PARTIAL
PROFICIENCY
MARG INAL
PROFICIENCY
NO

PROFICIENCY

Listens to questions and answers completely and
directly.

Provides voluntary information regarding self
interests, abilities, additional skills and/or
previous experience. ‘

Asks questions clearly and concisely
PERSONAL CHARACTERISTICS: Able to identify and
emonstrate positive personal appearance and attitude.
Appearance {s neat and clean.

Identifies and communicates ability to work with
others constructively.

Demonstrates positive attitude through usage of
firm handshake, maintains steady eye contact, and
body posture.

KNOWLEDGE OF COMPANY AND POSITION: Communicates
basic background knowledge 0f company/program.

Communicates basfc knowledge of position.

COMMUNICATION/VERBALIZING: Sends clear messages and
s able correctly understand the messages to others.

"TRPROVERENT, FOLLOW-UP WILL

BE DONE ON (Date)

This report is based on my observation and knowledge and represents my best Jjudgment of the participant's

performance.

§ignature of Panel Mewber
This report has been discussed with me

Position

Date

~ Participant's Signature

Quadrant coordinator initials:

)|
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Pre-Swployment and Work Maturity Skills, Bxample §: Pre-Bmployment Competenoy System

Soxrae:

The design of this system {s based upon four pre-employment areas:
Management, Job Getting Skills, and Work Maturity.

Maine Department of Labor, Bwployment and Training Divieion

Career Necision-Making, Life/Work
Under each of these competency areas, specific competencies

are addressed. See the following table which shows a composite definition of the four competency areas and

the specific competencies each includes. The examples presented here represent only one specific competency
for each of the competency areas of 1) Career Decisfon-Making and 2) Work Haturity. This competency system
includes a corresponding curriculum guide which suggests activities and curriculum for each specific competency
The assessment forms included here corvespond to more of the specific competen-

(an example is not {included).
cies than the two examples shown (Self-Assessment and Dependability/Relfability).

The forms represent all the

specific competencies for this system that require such an instrument as a means for assessing attainment.

(Maine Department of Labor, Bwployment and Training Waiou)

Pre-employment Competency Areas
And Specific Competencies

Competency Ares: Career
Decision-Making

Competency Area: Life/
Work Management

Competency Area: Job
Getting

-

Competency Area: Work
Maturity

Specific Competencies -
(lient s able to:

Self-Assessment - Assess
values, identify
skills, describe
obstacles to employ-
ment

Carecer Awareness -
Identify career
clysters, know
specific jobs in
clusters and job
duties

Labor Market Informa-
tion - Descr
current local labor
market, growth occupa-
tions, relate career
choice to local labor
market ‘

Career Choice - Select
an appropriate career
goal, know how skills
could be used in other
jobs, plan for career
gcal and develop
speci{fic steps

Specific Competencies -
Client is able to:

Managing Personal
EswsiS“ 1ty - Provide
or basic needs, trans-

portation and day care.
Use consumer skills,
manage money. Be aware
of employers' expecta-
tions regarding sub-
stance abuse.

Problem Solving/Coping -
entify a problem, get
more information, ana-
1yze it, develop alter-

natives, select a course

of action, persevere
through obstacles.

Specific Competencies -
Client is able to:

Job Seeking - ldentify
job opmﬁ'unities

Resumes and appl ica-
tions - Complete an
application and a
resume

Contact Skills -

ntact employers by
phone, letter, or
in person

Interviewing ~
ScheduTe, prepare for,

complete, and evaluate]
an interview

35

{fic Competencies -
Client {s able to: .

Do bilit 11a-

- ntain an
acceptable attendance
record, msintain punctu-
ality, give notice of
interruptions, demon-
strate reliability,
follow rules of the
work place

Communication Skills -
FO' Tow 'mtmt'ms-
ask for clarification,
use listening skills

Personal Relations -
ntain positive

att {tudes toward others,

accept supervision and

criticism, cooperate

with others and accept

chain of command

Initiative/Productivity -
Organize éim e??eciive-
ly. be responsible, care
about the quality of

-~ work

Worker Rights - Under-
stand use of tax forms,
employee benefits, legal
rights and responsi-
biTities of the work
place



COMPETENCY AREA:
CAREER DECISION-MAKING

SPECIFIC COMPETENCY:
“SELF~ASSESSMENT®

1. Self-Assessment

Self-assessment is defined as knowledge of self as related to the world of work. Assessing the self {s
really a learning process and should be repeated in order to be internalized for later use. It requires
the use of divergent thinking abilities so that the client moves from general interests, abilities skills,
and values to a specific career area where those skills can be used. It also requires good analytical

- skills and openness to learning new information about the self.

It should be noted that the benchmarks do not represent the area of self-assessment. Even after the spe-
cific benchmarks have been attained, the client will need to complete assessment on the larger and more
personal areas of self-assessment. This should be an ongoing process throughout life. The specific

- benchmarks were chosen because they relate to employment.

When a youth completes this competency, he/she is able to:
1. assess values in relatfon to employment;
2. 1identify skills and aptitudes;

3. describe employment history or past experience and evaluyate them as
related to future work; and

4. describe obstacles to employment and the possible solutions for those barriers.
(Maing Department of Labor, Bwployment and fraining Division)
COMPLTENCY AREA: Career Decisfon-Making SPECIFIC COMPETERCY: Self Assessment

:gn:esmt

Evaluation of
Performance

as for

s
Indicator Benchmark Cortification

Demonstrate an ability to:

a. Assess values {interests)
in relation to the world

List of 5 personal

by 1isting 5 personal values
values and a dis-

and discussing why these are

of work” necessary to success on the job cussion checkl st
b. Identify skills and by listing 3 personal skills Evaluation of List of 3 skills and
autitudes that would be an asset on the Performance, Use| 3 weaknesses, test

of standardfzed
Aptitude test

job and 3 personal barriers that score summary sheet

would be detrimental

. Describe employment

history and experience

. Describe obstacles to
employment and possible

solutions

by summarizing past work history
or experience and evaluating past
Jjob performance or experience
adequately

by {dentifying the 3 most signif-

icant barriers to employment and
solutions including initial stepq

Counselor or
ETp!oyer Apprais-
]

Evalvation of
Performance

Written summary of
past work or related
experience, Employer
Appraisal Summary

L1st of 3 barrfers,
possible solutions,
and initial steps

to follow for each solution

COMPETENCY AREA:
NORK MATURITY

SPECIFIC COMPETENCY:
DEPENDABILITY/RELIABILITY

1. Dependability/Relfabtlity

One of the major reasons an esployer retains an employee 1is because the employee 15 dependable and relfable.
She or he can be counted on to show up on tine, call in advance if 111, and be at work on a re ular basis.

An employer also has to trust an employee with money and materials. A reliable employee is one who will
follow the rules of the work place. Few employers will keep an employee who cannot demonstrate these skills,

When the Youth is certified in this area, he/she is able to:

a. naintain an acceptable attendance record;
b. maintain punctuality;

¢. give timely notice of interruptions;

d. demonstrate reliability; and

e. follow the rules of the w. k place.
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(Naine Department of Labor, Bmployment and Training Diviasion)

COMPETENCY AREA: Wérk Maturity SPECIFIC COMPETENCY: Dependabfility/Reliability
gges " PossibiTities for
Indicator Benchmark of Assessment Certification

Deronstrate an ability ta:
a. Maintain an acceptable by meating the written standards | Evaluation of |Program attendance

attendance record o:’ the program for one month's Performance records
time or
by meeting the standards of at Evaluation of |Employer or School
least one previous employer or Performance verification
schoo! .
b. Maintain punctuality by being on time consistently fo Evaluation of |Record of lateness to

the training activities each day Performance program activities
over a tihree-week period or

by holding a satisfactory record Evaluation of |Employer or School
of punctuality at previous Performance verification
~ employer's worksite

c. Give timely notice of by consistenly giving notice of Evaluation of |Employer or School

interruptions to work expected tardiness, or absence Performance verification
schedule in advante if possible
d. Demonstrate relfability | by caring appropriately for money, Counselor/ Counselor/Employer
material, and property Employer Appréisal
v Appratsal
e. Follow rules of the by verbalizing the rules and Counselor/ Counselor/Employer
worksite or training consistently following the rules Employer Appraisal

site for at least 4 consecutive weeks. Appréisal

(Maine Department of lLabor, Bmployment and Training Division)

Appraisal Symmary Form
This form represents all of the specific competencies that require an appraisal as a method of assessment. It
can be completed by an employer on & worksite, an instructor/counselor, and as & motivating process by the
client. Each benchmark should be examined and evaluated using the following numbers:

1=not at all; 2spoorly; 3=average; 4=very good; Seexcellent. A youth must receive 3 or above to have met
that benchmark. ,

Competency (Indicator) Benchmark

1) Self-Assessment
Can describe employment history & experfence............by evaluating past job performance and/or
ﬁxperignce agequatgly

Conments:

\
2) Career Awareness
Can identify career clusters......... teeteverosesretran .?y {dentifying 2 career clusters of interest
2 3 4 5

Corments:

X

3) Career Choice

Can select an appropriate career L ) I T LR .by describing a career goal that is consistent with
one's ;ntere;ts. agﬂitigs. resources, and constraints
1

Comments: L
4) Managing Personal Res sibilit
Tan orovide basic ne§§s of food, shelter, clothirg......?y dev;loping net.h:ds tosweet those needs
and by using social service agencies {f needed
1 2 3 4 §
Comments:
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Compstency (Indicator) Benchmark

§) Problem-Solvi ‘
Can persevere Ehrough obstaclu?y fol;wingsﬂuwgh witlsu solutions

gevcloging I;tema:ive solutions
5
completing at least one month's steps toward that
solution
1 2 3 4 5

Comments:
6) Interviewi
. Can prepare for an interview, fnterview effectively
and understand the purpose of an interview..............by performing an evaluation of how he/she has
done during the interview
1 2 3 4 5
Comments:

7) Dependability/Relfabil{
STPALES FeIIADTTItY.cecccecrevercnarsacescansnseas-Dy CAFing lwi:tely ;or money, materfial, property
1

2 3
Comments: —
Follows the rules of the worksite or training slu......t“y verlznlixigg t.he‘ru'less

and by following the rules of the work or training
site by at least 4 consecutive weeks

‘ Comments: _—
8) Communication Skills =~ "' )

Can TOlTOW GIPECEIONS . cvcveareorrcocarssssrasssoansane ..by consistently performing tasks as explained
verbally or in writing
1 2 3 § 5

Comments: _ :

Ask For CIarffiCatiON. .. eeererenroracrenevecesacsesssa Dy asking for more information if instructions are

, not understood

1 2 3 4 5

Cosments:

Speak clearly and effectively...... teressssnneas cereers by summarizing his/her work history in an interview

‘ situation

1 2 3 4 5
and ?_,l verbally describing problems that occur on
a worksite and how they might be resolved
1 2 3 4 5

Comments:

Can use listening skmst‘:y bei;g m; to r:peut ;nfomuon presented

?y beigg ablg to e:plainsinfomtion presented
Comments:

9) Personal Relations
Tan maintain a positive attitude toward others on the
WOPKST L8, o v v nvncennnsranaeasnsesassnssasveneesssessss.by dressing appropriately and maintaining good

- hygiene
1 2 3 4 5
and respecting other people's rights
1 2 3 § 5

Comments:

Can accept supervision and criticim....................?y alt;ring gehwi:r vmeg appropriate
v{e'rhﬂ;zing gunct:timsof supervisor
and seeking feedback on performnce
1 2 3 4 5

Corments:
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Gompetency (Indicator)
Cooperates with co-workers and accepts the chain of
COMMARG. . vvrnceenriensrrancaes Ceenrirresresscaceraeraae !‘:y bei;g suppnrtiv: of o;her people's activity
/ 3
and following the chain of command for approval
if required
1 2 3 4 5
! Comments:
' 10) Inttiative/Productivit ‘
/ an organize time effectively..........cvvecninnneen ....by seeking secondary tasks when the primery tasks
are completed
1 2 3 4 5
Can sustain responsibility....cv.cvecieviiccririennennen ?y Yearning new ta:ks as;ociated with job
2 3
solve problems objectively
1 2 3 4 5
accepting change
1 2 3 4§ 5
seeking guidance
1 2 3 4 5
Comments:
Can exhibit ownership in the quality of the product.....t;y con;istengiy tr{ing tg improve the product

This form was completed by:

.Title:
Worksite or
Delivery Area:

1f parts of this form are completed at different times throughout the program, indicate the date in the
comment section.

e

(Miine Department of Labor, Bn loyment and Training Diviaion)

Prior Employment or School Verification Form

In order for the ASC program to certify that this youth has achfeved certain standards at schoo! or {n the
workplace, please verify the following ftems. Some ftems relate more to & school or others to a place of
enployment. If the ftem does not relate to your site, place circle N/A and if you have no knowledge about
that particular item please circle UK for unknown. The numbers below each item represent frequency, 1=seldom,

2=somet imes, J=usually or the average, 4=frequently, 5=almost atways.

Name of youth
School/Worksite:
Name of person completing This form:
Youth's Duratfon at this school or worksite:

Date the form was completed:
The youth-named above has demonstrated that he/she:
1) Can provide transportation that is reliable

1 2 3 4 5 H/A UK

2) Has reliable childcare
1 2 3 4 5 /A 1114

3) Pm{ide basic needs for self such as food, shelter, clothing
1 2 3 4 5 N/A UK

4) Design and maintain a budget
1 2 3 4 5 WA 14

5) Free from substance abuse
1 2 3 4 5 N/A UK

6) Has good problem solving abilities such as can identify problem, analyze it, suggest alternatives, choose
a course of action and persevere. ’

1 2 3 4 5 N/A K
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7) Can complete an accurate application
1 2 3 4 5 WA UK

8) Contact an employer and make a good first impression
1 2 3 4 5 /A Ux

Y

F

9) Interview effectively
1 2 3 § 5 N/A X

10) Maintain an acceptable attendance record
. ' 2 3 & 5 NMA WK

11) Is on time
1 2 3 4 5 N/A ux

12) Gives notice in acvance of interruptions to schedule
1 2 3 4 5 N/A i

13) Is relfable by caring for money and material appropriately
1 2 3 4 5 N/A UK

14) Follow rules of worksite or schoo!l
1 2 3 4 5 WA uK

15) Follows instructions
1 2 3 4 5 NA ux

16) Speaks well and effectively
] 2 3 4 5 N/A UK

e

17) Uses listening skﬂl;.
1 2. 3 o 5 WA ux

18) Positive attitude toward others
] 2 3 4 ) N/A uK

Dresses appropriately
1 2 3 4 5 N/A uK

Respects others rights
1 2 3 4 5 N/A ux

19) Accepts supervision and criticism
1 2 3 4 5 N/A ux

20) Accepts chain of cosmand
1 2 3 4 5 H/A 1114

Cooperates with co-workers
1 2 3 4 5 WA ux

21) Organizes time effectively
1 2 3 4 5 N/A UK

Learns new tasks easily
1 2 3 4 5 WA UK

Accepts Change
L 2 3 4 5 /A UK
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Pre-Bmployment ard Work Natwity Skille, Brample 6: Pre-Dmployment Skilla Competency Syatem
Sowve: Vermont Department of Employment and Training

This competency system is based on a two tiered program structure. The pre-employment competencies relate
to the Pre-employment Skills Training Program while the Work Maturity (or Work Maintenance) competencies relate
to the Entry Employment Experience Program, Somewhat different standards of attaining and measuring compe-
tencies exist for each Tier. Tier I competencies have to be mastered before youth can participate in Tier II.
Thus, the Pre-employment Skills Training Program is a prerequisite for youth participation in the Entry Employ-
ment Experience Program. The examples that follow represent only two out of a total of twenty-ihree compe-
tencies fdentifird for this system,

Pre-Employment Competency Area: Acquisition of Work

Competency #8:

Demonstrates ability to identify 3 occupations of personal interest in local labor market area, and
where the people in these occupations work.

Description: This competency is intended to help youth explore accupations of personal interest in their
labor market and find out where the people in these occupations work. Many youth have never
gone the next step after identifying an occupation of interest, which is to explure if and
where that occupation does exist in their local labor market area. This competency 1s designed
to help the participant gain this knowledge and the ability to do a little research (1.e. finding
out where the occupetion exists). It also helps the participant to gain a better general under-
standing of his or her local labor market.

Assessment Method: This competency should be measured for attainment by using the Occupations Worksheet
(combined worksheet for competencies 8 and 9). The trainer should review and discuss
the completed worksheet with the participant. Although trainer notes are optional, if
theedparﬁcipant has significant difficulties mastering this competency, these should be
noted.

Documentation: Once this competency is mastered the procedure for documenting it shall involve a trainer’s
signature and date on the completed worksheet. This signed worksheet should be placed in
the participant's file, along with any relevant trainer notes.

The trainer should also initial and date the participant's Competency Attainment Record.

(Vermont Departmant of Employment and Training)
Competency 8 and 9 (combined worksheet)
OCCUPATIONS WORKSHEET
Name: Date:

List three (3) occupations you are interested in which can be found in the towns you identified in Competency
#6. List the names of the employers, their addresses and phone numbers, Also find out and write the starting
wage for each of these occupations in the blank provided. .

QCCUPATION 1: Starting wage:
Employer:
Address: Phone #:
OCCUPATION 2: Starting wage:
tmployer:
Address: Phone #:
Occupation 3: Starting wage:
Employer:
Address: Phone #:
[Tralner Signature) (Date)



(Vermont Department of Bwployment and Training)

COMPETENCY 8 and 9 (combined worksheet) OPTIONAL OCCUPATIONS WORKSHEET
Name: Trainer Signature:
Date: Date:

1st Choice for an occupation or job {1s:
Name, address and phone number of an employer in your area who hires people for this type of occcupation or job
is:
Employer lame: Address:
Phone #:

The starting wage for the above occupation or job fis:
Some of the benefits offered are:
Three characteristics of this job are: (example: outdoor work)

1.
2.
3.

The major duties of this occupation or job are:

1.
2.

The growth potential for this occupation or job {s:

The average working conditions are:

Sowrce: Vermont Department of Employment and Training
Work Maturity Competency Area: Work Maintenance

Competency #18:

Demonstrates ability to cooperate with and assist co-workers - does not interfere with the work of
co-workers.

Description: This competency is intended to train youth to cooperate with and assist their co-workers. Very
few firms expect their workers to be or become bast friends, however, they do expect their
workers will get along and help each other. A worker who never, seldom or only sometimes gets
along with and assists co-workers is not a desirable employee to most employers. On the other
hand, a worker who usually or always cooperates and assists others 1s desired by employers.
This competency is designed to show that a participant is able to cooperate with and assist
co-workers.

Assessment Method: This competency should be measured for attainment by using the Competency Rating Record.
The trainer must rate the participant's performance each day of training. Specifically,
the trainer must indicate whether the youth, on a scale of one to five {never = 1, seldom =
2; sometimes = 3; usually = 4; or always = 5) cooperates with and helps his or her co-
workers. For mastery of this competency the participant must maintain an average rating
of four (4) or better for the duration of the program.

Trainer notes are encouraged for this competency. It would be appropriate, for example,
to note situations in which the participant does something out of the ordinary which
helps his or her co-workers. If the participant does or savs something that fosters a
cooperative, cohesive work group, this should also be recorded in writing.

Documentation: To document the attainment of this competency, the tr. ‘ner shall initial the Cospetency. fating
Record. The Competency Rating Record and any relevant trainer notes should be placed in the
participant's file. }

Once this competency has been mastered the trainer should inftial and date the participant‘%
Competency Attaimment Record.

3
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(Vermont Department of Pwployment and Training)

TRAINER NOTES
Name: Rate:

Competency #17 (Attitude):

Competency #18 (Cooperation & assisting co-workers):

Competency #19 (Following fnstructions):

(Vermont Department of Employment and Trainming)

TIER I WORRSITE SUPERVISOR REPORT/COMPETENCY CHECKLIST
PARTICIPANT: WORKSITE:
Report Period from: to: Date:

(Ratings: 1 - Never; 2 - Seldom: 3 - Sometimes; 4 - Usually; 5 - Always AVE.
COMPETENCY RATING RATING
#11 Maintains an acceptable attendance record. (Average rating of 4.5 required for master

d. No unexcused absences

b. fio chronic_absenteeism

c. Calls supervisor it _going to be Yate or absent from work

d. Lets supervisor know in advance of appointments r

TUTAL:
#12 Reports to work on time. q of 4.5 required for mastery.)
#13 Comp ne Average rating of 4 required for mastery.}
#14 Uses appropriate lam e, : %1 required for mastery.)
#15 Requests and performs work assignments w ut prompting. _

(Average rating of 4 required for mastery.)

a. shows i1nitlative

b. Shews motivation

c. 1s willing to learn new tasks

d. Asks for work

~_Performs assigned work without prompting

TOTAL:
#16 Appropriately cares for personal dress, grooming and hygiene.
(Averate rating of 4 required for mastery.)
#17 Maintains a Psitwe attitude. (Average rating of ¥ required for mastery.)
#18 Cooperates with and assists co-workers {Average rating of 4 required for mastery.)
419 Follows instructions 'Average rating of 4 required for mastery.)
a. Follows written and verbal instructions
b. Asks questions 1f (s)he does not understand instructions
TOTAL ;
#20 Able to work under supervision ‘Averagg'rati_r{rg of 4.5 required for mastery.)
421 Accepts_constructive criticism. {Average rating ot 8.5 requ or mastery. .
#22 Performs work free from substance use.
{Average rating of 5 required for mastery.)
Supervisaor Comments:
tmployment Specialist Comments:
Supervisor Signature Participant Signature EmpToyment Specia¥ist

Date Date Date
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BASIC EDUCATION SKILLS

Introduction

Basic Education Skills include skills in the area of reading, writing and computation. Private Industry
Councils, Service Delivery Areas and task forces in various states are currently developing Speéific and
general basic education competencies for use by service providers in teaching JTPA eligible youth. There
are a variety of formats dealing with categories, benchmarks and measurements. Considerable varistions exist
in the level of competency to be achieved. In one agency the measure of competency may be to pass a state
lTevel test and in another agency the measure may be the attainment of minimum basic skills required to enter a
Job. The most fmportant measure is the attainment of basic skills which employers deem essential.

In some cases you may find that the basic education skill competencies provided by the Private Industry
Council are too high to be achieved by some handicapped students. MHandicapped youth may require modifications
in the amount of materials and the format in which the materials are presented. Instruction may need to be less
intense, more individualized and presented at a slower pace. A further breakdown of the competency may be
necessary for some youth. The role of the teacher or trainer is extremely important.

It is essential that the basic education skill competencies be closely coordinated with the job specific
ski1l competencies. In many instances the job specific ski1l competencies can be reviewed to {dentify the
basic education skill needs. It would be appropriate to develop a program which teaches only the entry level
skills. A program which teaches basic education skills which are not related to the work requirements could
be counterproductive to student achievement and delay entry into the world of work.

The development of basic education skill competencies for JTPA programs serving handicapped youtn is.
still in the developmental stages. Private Industry Councils are working an both the process and content of
the basic education skill competency requirements. Do not hesitate to offer assistance to your local Private
Industry Council in developing appropriate entry level basic education skill competencies. Private Industry
Councils are concerned about positive terminations. Basic education skill competency programs which achieve
positive terminations will be of much value to the Private Industry Councils.

The following examples of basic education skill youth competencies are excerpted from current documents
developed by Private Industry Councils and other JTPA related agencies. These examples depict the current
thinking in the area of process and content of youth competencies in basic education skills. The examples
are provided here as a basis of information which you can utilize in developing your own basic education skill
youth competencies for handicapped youth.

Basic Education Skille, Example: JIPA Youth Bwployment System: A Model
Sowrce: The Kansas Task Foree on Youth Competsncy

The Basic Educational Skills category requires that the youth obtain and demonstrate the basic reading,
writing, and computational skills necessary for successful entry into the work force. The indicators and
benchmarks, therefore, reflect the basic minimum competency levels suggested for entry into the local labor
market. A minimum 8th grade level has been determined as appropriate in all areas. These should be considered
as minimums only.

During Pre-Assessment the youth's basic educational skill levels will be determined either through certi-
fied school records or any appropriate Method of Assessment approved by the State Board of Education. A regquest
for release of test information must be signed by the youth (or their parent or guardian if the youth {s under
18) and forwarded to the school. These results are then recorded in the Vocatfonal Testing Results section of
the Assessment form. The Benchmarks may have already been met through the school system,

Due to the nature of this competency and the need for testing, referral, educational instruction, and
exchange of information, it is crucial that a non-financial agreement be developed between JTPA and Education
to facilitate the high degree of cooperation essential. Additional financial agreements utilizing a varfety
of funding sources may also be entered into as appropriate.
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The goal of the Basic Educational Skill competency area is to assure that youth possess the minimum skills
that employers have determined to be essential. JTPA must work closely with local educational representatives
in fdentifying skill deficiencies and making arrvangements for referral to appropriate educational programs as
required, -

The process/procedure for the Basic Educational Skills competency area is to refer the youth to local
education agencies to bring their reading, writing, and computational skill levels, as referenced in the
attached 1ist of competency indicators, to the acceptable standards required. In ° ' cases the benchmark has
been set at the Bth grade level. This referral to education is to be documented in the Referral section on
page 2 of the Employability Development Plan. 100% of a1l Basic Education competency fndicators must be
attained before the youth may be certified as having met the Basic Education Competency. The indicators are
attached. It should be noted that proficiency in the English language 1s required in that all indicators
refer to English language abilities. The native language of “english as a second language™ youth may not be
used to meet the prescribed standards.

Assessment of the youth's having attained the educational competeacy levels may be based on school records
or any appropriate test approved by the State Board of Education. A qualified scloo: system caunselor or
educator should administer and score the tests and these scores given to the JTPA Representative. It is the
certified school records Showing competency levels at or above required standards or the certified scores from
a State Board of Education approved test that serve as the certification of the Basic Educational Skills
Competency. This documentation should be recorded on an EDP Update form to indicate that the youth has attained
the Basic Educational Ski11s Competency.

(Kansas Task Force on Youth Competency)
BASIC EDUCATION COMPETENCY CATEGORY
Reading & Comprehension

COMPETENCY INDICATOR BENCHMARK REASURE

The participant will read and comprehend Passing score on a test standirdized Any test approved by the
written material at the 8th grade level at the 8th grade level. State Board of Education.

as determined by a standardized test.

English & Written Communication Skills

The participant will demonstrate an Passing score on a test standardized Any test approved by the
acceptable level of written English at the 8th grade level. State Board of Education.
proficiency.

Mathematics

The participant will demonstrate an Passing score on a test standardized Any test approved by the .
acceptable level of proficiency in at the 8th grade level. State Board of Education.
mathematics.

Spelling

The participant will correctly spell Passing score on a test standardized Anry test approved by the
words at the 8th grade level. at the 8th grade level. State Board of Education.
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Bagic Edwation Skille, Example Two: Resmedial Bduoation Benchmarks
Sowres: Private Industry Counoil of South Florids, Mami, Florida

The Private Industry Council of South Florids has developed Remedial Education Benchmarks. Instructors
using the system need to develop the benchmark materials and could therefore relate materials to specific
work related situations. Examples in the area of reading, and math which are currently in use in some Florida
areas are provided below. '

REMEDIAL EDUCATION BENCHMARKS

Provided below is a complete set of benchmarked training standards for remedial education programs. Some
projects may choose to cover all benchmarks, but others may choose to cover only selected segments of the
complete set of benchmarks. Some projects select specific benchmarks for individual students based on their
diagnoses of individual students' deficits. Remedial education operators applying for funding will have to
specify in their proposals which of these benchmarks they anticipate Covering (if the curriculum will focus on
only a portion of the full set of competencies specified in the benchmarks) and how the benchmarks will be
fncorporated in the diagnostic-prescriptive approach the project will be using.

Submit Attachment A as part of your proposal. Circle the benchmark numbers pertaining to the material you
propose to cover and provide the requizite explanations in your narrative.

Remedial Education (Reading)

Benchmark
Number Element Benchmark
1. Sight Vocabulary Given 50 randomly selected basic sight words, the participant
will pronounce the words correctly.
Phonics
2. Consonants Provided a series of words, participants will fdentify and
pronounce consonant sound {initial, medial, fiml), to the
instructor's satisfaction.
3. Vowels Provided a series of words, the participant will {dentify
and pronounce long and short vowel sounds, to the instructor's
satisfaction.

Structural Analysis

4. Compound Words Provided 25 words, the participant will form compound words
for 20 out of the 25 and identify compound words in 10
sentences, with 80% accuracy.

S. Suffixes Provided 25 words, the participant will correctly form 25
new words by adding common suffixes (plurals, tense, y, ly,
less, tidn, etc.) and w'l) pronounce and use the new words
in sentences, with 80X accuracy.

6. Prefixes Provided 25 words, the participant will correctly form
25 new words by adding common prefixes (un, dis, pre,
uni, bi, etc.) and will pronounce and use the new words
in sentences, with 80% accuracy.

7. Root Words/Affixes Provided 25 words containing prefixes and/or suffixes,
the participant will with 80% acCuracy identify the
root, prefix, and suffix of each word and correctly
pronounce 20 of the 25 words.

8. Syllabication Provided 25 words of 2 or more syllables, the participant
will, with 80% accuracy, separate the words into syllables
using the cosmon syllabication patterns and correctly
pronounce the words.

Yocabulary Development
9. Words that Sound Provided 20 incomplete sentences with pairs of words that
Alike sound alike (to, too; hear, here,; etc.) the participant

will choose the contextually appropriate word for 16 of
the 20 sentences.

10. Word Meaning From Provided 10 unfamiliar words and sentences or paragraphs
Context using the words, the participant will use context clues to
correctly define B of the 10 words.
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.

12.

13.

4.

‘S.

16.

‘7‘

18.

19.

20.

21.

23'

24,

25,

26.

‘7'

‘9'

Roots/Aff{xes

Yocabulary

Comprehension Skills

Sentence

‘Comprehens fon

Getting Facts

Sequence

Topic Sentences

Main Ideas

Cause and Effect

Inferences

Critical Reading

Provided with a 1ist of 20 multisyllable words containing f;he

14 most common reot words, the participant will apply the meanings

g(f’ pr:;ixes. suffixes, and roots to correctly define 16 of the
words.

Provided 2 sets of 25 commonly used words, the participants will
correctly define 1 set of 25 words, and choose correct antonyms
for the second set of 25, with 80% accuracy.

Provided 15 sentences with missing words, the participant will
supply the appropriate word by analysis of the context of the
sentence, for 12 of the 15 sentences,

Provided 5 paragraphs and questions about who, what, where,
when, and why, the participant will read the paragraphs and
answer the questions, with 80% accuracy.

Provided 2 paragraphs containing sequential {tems and/or
events, the participant will ideatify the correct order of
the events, with no errors. |

Provided 5 paragraphs, the participant will identify the
topic sentence of each, without errvor.

Provided 5 paragraphs, the participant, after reading the
paragraph, will identify the main idea of each, with 80%
accuracy.

Provided 2 paragraphs containing cause and effect relationships,
the participant will {dentify the cause and effect without
error, and will {dentify the words that cue the relationship,
with 80% accuracy.

Provided 5 reading passages, the participant will correctly
answer questions which require him/her to infer information
not directly stated in the material, with 80% accuracy.

Provided 2 articles containing propaganda and 2 containing
statements of fact and opinion, the participant will, with
80% accuracy, 1) identify the propaganda techniques utilized
(persuasion, emotionally charged statements, etc.) and
ancorrect.ly differentiate fact and opinion statements.

Practical Reading Skills

Following Directions

Map Reading

Schedules

Charts, Graphs,
Tables, Diagrams

Want-Ads

Advertisements

Addition of Whole
Numbers

Subtraction of
Whole Numbers

Multiplication of
Whole fiumbers

Provided a shori selection which contains directions, the ‘
participant will follow directions accurately, with no error.

Provided 2 types of maps (road, pictorial), the participant
will demonstrate how to read and interpret the maps, with
80% accuracy.

Provided various types of schedules (bus, train, etc.),
the participant will demonstrate how to read and interpret
the schedules, to the instructor's satisfaction.

Provided a graph, a table, a chart, and a diagram, the
participant will {interpret and answer questions about the
content of each, to the instructor's satisfaction.

Provided 10 want-ads (jobs, real-estate, etc.), the partici-
pant will read and interpret the ads, to the instructor’s
satisfaction.

Provided 5 advertisements, the participant will read and
answer questions about the advert{sement, to the instructor's
satisfaction.

Remedial Education (Math)
Pravided 20 addition problems, the participant will add 17
out of the 20 problems without error.

Provided 20 subtraction problems, the participant will
subtract 17 out of the 20 problems without error.

Provided 20 multiplication problems, the participant will
solve 17 out of the 20 problems without error.
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Basic Bducation Skills, Example Three: Accownt Clark/Aseistant Bookkeeper/Bi{lling/Payroll/
Finaneial Clerk

Souroe: Private Industry Council qvf Bomboldt County, Bwreka, Califormia

The Private Industry Council of Kumboldt County, California has developed basic education skills for the
Suzmer Youth Employment Training Program (SYETP). Included below are excerpts from the reading and writing
5kills and the math skill area. In the entire 1ist of competencies there are 11 reading and writing compe-
tencies and 16 math competencies.

Resding and Wriiing Skills

A-1 Read, spell and use basic bookkeepingy terms.
Heasures: a. Match basic bookkeeping terms with their definitions with 80% accuracy;
- ‘ b. Given basic bookkesping terms orally, write each term neatly, legibly

and with 75% accuracy:

c. Given a list of terws and a serias of ircomplete sentences, £111 in the
blanks neatly and legibly and with 80% zccuracy in content and Q0% accuracy
in spelling. ‘

Yool or 8. Definition worksheet
Document:  p  Spalling test
c. Sentences worksheet

-------------- o o O S o AN gy W

A-2 Demonstrate the ability to read and interpret common business forms.

leasures: a. Given a variety of business forms, such as vouchers, sales slips, purchase
orders and invoices, answer a series of factual questions based on the
forms. Answers should be neat, legible and 75% accurate.

Tools or a. Forms worksheet

Document:

A-3 Demonstrate the ability to read and interpret comwon reference tables and charts.
Meoasures: a. Given common reference tables and charts, such as organization charts, account

charts, personnel rosters, and tax tables, answer a series of factual questions
based on the data supplied neatly and legibly and with 75% accuracy.

Tool or a. Tables and charts worksheet
Document:
A-4 Demonstrate the ability to interpret and use abbreviations.
Measures: a. Match Tist of terms with their common abbreviations with 85% accuracy.
Yool or a. Abbreviations worksheet
Document :
A-5 Demonstrate the ability to read and follow company policies and procedures.
Measures: a. Given a set of sanple procedures such as financial procedures, filing
. procedures, petty cash procedures, etc., answer a seéries of factual questions,

based on the procedures neatly, legibly and with 80% accuracy; and

b. Given a set of sample company policies such s vacation:and sick leave
policies, time and attendance policies and promotion policies, answer a
serfes of factual questions based on the policies with 80X accuracy.

Yool or a. Procedures worksheet
Document:  policies worksheet

------------------------------ - - - -

A-6 Demonstrate the ability to 1ist words in alphabetical order.

Heasures: a. Given 25 words (with groups sharing up to 3 initial letters in Similer
sequences) in random order, 1ist them in alphabetical order neatly,
legibly and with 90% accuracy in spellirg and sequence.

Tool or a. Word list
Document: .
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A-7
Measures:

Tool or
Document ;

A-8
leasures:

Tool or
Document:

A-9
Measures:

Tool or
Document:

-

A-10
[feasures:

Tool or
Document:

A-1N
Measures:

Tool or
Bocument:

8-1

Heasures:

Tool or
Document:

B-2

Measures:

Tool or
Document:

tRE Y

Demonstrate the ability to sort data by given classification criteria.

a. Given 20 account cards, alphabetically by name, then chromologically
by date, then numerically by account mmber. Cards should be sorted
with 0% accuracy.

a. Documentation of card sorts

----------------- prrpipepss e T T XY PR PP X L LY PR L DLl L Ll

Demonstrate the ability to 1ist dates in chronological order.

a. Given 25 dates with months written in words, 1ist the dates in numerical
form in chronological order neatly and legibly, with 90% accuracy in
spelling and sequence. |

a. Date worksheet

Demonstrate the ab{lity to write dates with correct punctustion,

a. Given 25 dates with months written mumerically, write each with the
month written out neatly and legibly, and with 100% accuracy in
spelling and punctuation,

a. Dates worksheet

--------- T - o P P D @ O o e o O TGP O e = O A @@ o @ - -

Demonstrate the ability to copy names and numbers of accounts.

a. Given 20 nemes and account numbers, copy each neatly, legibly and with
1008 accuracy in spelling, punctuation and Sequence.

a. Account Number worksheet

- - - - - - o A - -

Demonstrate the ability to write names and addresses with proper punctuation.

a. Given a 1ist of 20 names and addresses, write each item as a mailing
label neatly and legibly, and with 0% accuracy in spelling, capitaliza-
tion and punctuation.

a. Mafling List worksheet

- LT Y P T LR DL L L L

Math Skills

Demonstrate the ability to read and write numbers up to 10,000,000, inciuding
dollar amounts.

a. Given 20 account numbers and 20 dollar amounts twice orally, write
each item neatly, Yegibly and with 100% accuracy; and

b. Given a 1ist of 10 dollar amounts and 1C numbers, match number with
the same item written in words with 100% accuracy

a. Accounts Mumbers list
Dollars 1ist

- - - - - e e G P A G B - = - -

Demonstrate the ability to fdentify place velue of digits in whole numbers
with up to 7 digits.

a. Given 20 numbers, copy them neatly and legibly in colusm format such that
a total could be calculated. Numbers shculd be copied with 100% accuracy
in sequence and place value; and '

b. Given 20 numbers Orally, write them neatly and legibly in column format
such that a total could be calculated. Numbers should be written with
100% accuracy in sequence and place value.

a. Coluam worksheet
b. Humbers 1ist



Basio Edwation Skills, Example Four: The Conprehsnsive Iduwation and Training Opportinities
Program ((ET0F) Baric Acadewio Skills Sawples

Source: Center for Beployment and Imcome Studiss, The Florenae Heller Gradwate School,
Brandoic Univereity, Waltham, Mzssachusetta

U

A Brandeis University study on Competency based empluyment and training for youth under the JTPA gave
examples of a demonstration project in competency based education. This program, Cosprehensive Education and
Training Opportunities Program (CETOP) provided employability and educational services to eligible youth.

The benchmark system was the foundation for the CETOP curriculum. Examples of basic academic skills in the
computation ares are shown below. To be deemed “competent™ in the benchmark ares a student must pass through
four levels of increasing difficulty.

COMPETENCIES AREA: Basic Academic Skills: Computation

BENCHIARK: LEVEL: 1 NUMBER: 3
Participant scores 80% on test of basic
addition and subtraction.

PROCEDURE :

1. Pparticipant will complete addition skills inventory and subtractfon skills inventory

2. Instruction will perform an error analysis on participant’'s inventories and will make assignments
to address participant's weaknesses

3. Participant will take a test on addition and subtraction

MATERIALS: 1. lumber Power or equivalent math text
2. Norksheets
3. PLATD System

EVALUATION: B80% accuracy

COMIENTS:
In-school participant must pass a basic bath course with at least a C average or demonstrate
those math skills on an achievement test

------------------------------------------------------

COMPETENCIES AREA: Basic Academic Skills Computation

BENCHIARK :
Participant scores 80% on test of basic LEVEL: 2 [UISER: 3
myltiplication and division.

PROCEDUFz:

1. Participant will complete a multiplication inventory and a division inventory

2. Instruction will perform an error amalysis on participant's inventories and
will make assignments to address parvicipant's weaknesses

3. Participant will take 8 test on multiplication and division

MATERIALS: ; Number Power or equivalent math text
. sheets
3. PLATO System

EVALUATION: BOX accuracy

COMMENTS:
In-school participant must pass a basic math course with at least a C average or demonstrate
those math skills on an achievement test

-----------------------------------------------------

COMPETENCIES AREA: Basic Academic Skills: Computation

BENCHMARK : LEVEL: 3 NUIMBER: 3
Participant scores 80% on test of basic
fraction and decimals.
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PROCEOURE:
1. Participant completes a fractions skills inventory and a decimals skills inventory

2. Instructor performs an error analysis on participant's inventories and makes
assignments to address wesknesses

3. Participant takes & test on fractions and decimals

MATERIALS: 1. Humber Power 2 or equivalent math text
2. Worksheets
3. PLATO System

EVALUATION: 80% accuracy

COMMENTS:
In-schoo! partictpant must passa basic math caurse with at Jeast a C average or demonstrate those
math skills on an achievement test

--------------------------- praspasy TP T T Ll Dt bal ot ikl

COMPETENCIES AREA: Basic Academic Skil)s: Computation

BENCHIMARK: LEVEL: & HUMBER: 3
Given an examination covering basic math
skills, including word problems, percent,
ares, perimeter, and metrics, participants
will score at least 80%

PROCEDURE:
1. Participant completes skills inventories on word problems, percent, area and perimeter,
and metrics

2. Instructor performs an error amalysis on participant’s inventories and makes assignments
to address weaknesses

3. Participant takes GED Practice Test

MATERIALS: 1. Number Power 2 or equivalent math text
2. HKorksheets
3. GED Practice Test
4, PP System

EVALUATION: BO% accuracy
COMMENTS:

In-schoo! participant must pass a basic math course with at least a C average or
demonstrate those math skills on an achievement test

Sunmary and Conclusions on Basic Skill Youth Competenc fes

The purpose of youth competencies in the basic skill area is to help youth learn skills which employers
demand for entry into the world of work. It may be difficult for employers, educators and Private Industry
Councils to arrive at a consensus on a particular set of competencies. Employers are looking for employees
with skills which meet certain entry level requirements. The basic education skill needed to accomplish a
specffic job or task needs to be determined. In many instances the desiréd competency can not be designated
by a certain grade level,

Special and vocational educators can work with employers to fdentify appropriate basic education skill
needs. This activity will provide employer input and helf educators to develop proposals which train handi-
capped youth for relevant basic education skills.

The basic education skills provided in the above section reveal the thinking of various agencies associa-
ted with the development of JTPA youth competencies. As an individual teacher you must decide which basic
education skill competencies your students can achieve. This information plus the knowledge of what employers
eipect can provide the basis of the competencies which will be taught. It would be most helpful to discuss
the competencies with the Private Industry Council as the PIC determines what will be accepted. A competency
benchmark wnich is too high to be achieved by specific hardicapped youth can be adjusted by the FIC. Private
Industry Councils are interssted in achieving positive terminations. Competencies which meet this objective
will be valued by the PIC. .
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 JOD SPECIFIC SKILLS

Introduction

The exanples of job specific skiils contained fn this section are being used by “pecific Private Industry
Councils to meet employer needs, structure training programs and help in determining how effectively pro-
grams performed.

As described by the liationa!l Governor's Assocfation, “"prinery job-specific skills relate to the pro-
ficiency to perform actual tasks and technical functions required by certain occupational fields at entry,
intermedfate or advanced levels. Secondary job-specific skills entail familiarity with and use of set up
procedures, safety measures, work-related terminology, recordkeeping and paperwork forwmats, tools, equip-
ment and materials, and breakdown and cléan up routines. As with the basic education category, job-specific
skills measures are directly affectéd by the nature of the occupations involved. Therefore, the job-
specific skills nécessary for determining competency measures are also related to enrollee career decisions.
This area probably has the widest variety of implementation alternatives, and may well be the most difficult
to set up.”

"Conpetency criteria are formulated around functional program related skills and reflect actua!l learning
and achievement, not simply the passage of time. Conpetency measures should be simply stated, eastly
understood, practical and attatnable, and accurately meas.irable.”

In reviewing these exanples, please note the following: -

most of the examples are excerpts, not complete sets of job specific skills

2. these examples do not necessarily correspond with earlier examples of steps
to take when setting up a youth employmert competency systen. Project staff
wished to present as wide & range of options as tossible in the space available.

3. because the specific skills required for some jobs are quite complex and
extensive, program operators might train program participants for a sequence
of jobs, ranging from less skilled to more skilled, based on the same
conprehensive set of specific job competencies. For instance, a portfon of
skills listed for the 38 week building maintenance worker program (found
later in this section) might be taught to some program participants, who
rnight fi1l a "building maintenance helper” job opening.

4. To recefve an equitable opportunity to succeed some handicapped might
require JTPA program staff to consider adjusting:

a) the goals of training (scope and sequence of skills to be learned)
and

b) the instructional methods (for instance, adjusting the speed at which '
new naterial is introduced, providing an opportunity for additional
practice under closv supervision, using more step by step explanations
and demonstrations, and providing more frequent and specifi performance
feedback.)
A participant who has difficulty learning can still e a competent performer after the skills have

been grasped.

Job Specifio Skills, Example One: Specifying and Teaohing Job Specific Skille
Sowrce: Tha Kansas Tugk Force on Youth Competancy

The attainment of the Job Specific Skills Competency indicates that the youth has successfully demon-
strated a proficiency in those technical skills necessary to maintain employment in that'specific occupa-
tion or occupational cluster., The indicators and benchmarks should be decided upon based on accepted
industry practices and employer/instructor feedback of the specific occupational field in which the youth
is being trained. Skills will necessarily vary depending on the occupation selected and trafning time
available but should include knowledge of tems, use of tools {f appropriate, and safety procedures in
addition to the technical skills required,
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During the pre-assessment phase, the participant's job specific competency levels may be assessed
through contact with previous employers or through a practical and/or written/oral test of skills. This
test will be devised and administered by an appropriste employer or vocational instructor.

The goals, process/procedure, evaluation, and ~ertification vary depending on the type of program
enroliment selected for the youth. On-the-Job Training (0JT), Youth Try-out Employment, and Work Experience
are similar in their afms and therefore in competency format. Classroorn training relies on the class goals
being met through adequate lesson plans and instruction so the format for the competency is different. Both
formats. will be discussed. - :

The goal for 0JT, Youth Try-out Employment and Work Experience is for the participant to recetve
certification by his/her supervisor that an acceptable level of performance at the tasks listed in his/her
training outline has been demonstrated after completion of no less than 75% of the scheduled training time.
The process/procedure for 0JT, Youth Try-out Employment and Work Experience is for the JTPA Representative
and worksite supervisor to identify the occupation for which the participant will be trained. Then a brief
Job description based on the information provided by the employer &Mt-the 4th Edition of the Dictionary of
Occupational Titles book s entered in the appropriate place on the training outline. After reviewing duties
and skills needed for the position, the representative and employer jointly agree on and Vist no less than
seven (7) tasks on the training outline in which the participsnt will be trained. There must be written in
the form of Competency Statements (Heasures). Unless otherwise noted, the level of performance is under-
stood to be “to employer's satisfaction™ and the method of assessment is “observation and/or product review.®
The worksite supervisor will respond to participants level of perfcrance on #13 of the monthly Job Perfor-
mance Review Rating Sheet. Assessment of the participant's attainment of job specific competency levels s
done through employer/supervisor feedback and rating of required task performance. Certification of the Job
Specific Competencies is Average Rating or better in all items on the JTPA Training Outline form after com-
pletion of no less than 75% of the scheduled training time for OJT, Try-out Employment and N.E.

The goal far Classroom Training is for the perticipant to receive passing credit, a certificate of
completion or diploma from a training agent after completing a training course approved by the JTPA Repre-
sentative.

The process/procedure for Classroom Training is for the JYPA Representative to record on page 2 of the
EOP in the Planned Activitfes/Results section the objective of the classroom training activities (1.e. to
obtain passing grade, diploma, licensure, etc.). The JTPA Representative then records the accomp! ishment
of the objective on the Erployability Development Plan Update. Certification of the Job Specific Competencies
for classroom training is a passing grads (C or atove overall) as recorded by the instructor.
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Job Specifia Skills, Exanple Tvo: Kansas JTPA Jol Trainiig Outline
Sowrca: The Xansas faek Foroe on Youth Competsnoy

KANSAS JTPA JOB TRAINING OUTLINE

Participant's Name:

Occupation: Building Maintenance Worker

JO08 DESCRIPTION:

TASKS PERFORMED

D0.0.7. Code 899.381-010

HOURS

The participant will be able to:

The participant:

Y. recognize and safely use hand and powér
togls

1.

8. K111 be able to name and identify handtools

75

b. B117 be able to name and identify power
tools

< TV b abTe Yo name safely procedures
tuat rust be followed when using various

tools
d. Will be able to identify what tools are

necessary to perform specific tasks
e. Will be able to use paint spray guns,

harmers, Saws, pllers, wrenches, wire
cutters, screw drivers and paint brushes

T. UTTT be able to operate a router, a table
saw, & drill press, a hand circular saw,

-

a2 Tathe, & sabre saw, & Jig saw, 8 dand
*saw, 8 belt sander, and a radial am saw

g. HITT consistently return tools to their
~_places

<. perform basic electrical repairs

Z. a. VITT (nstall and replace fixtures and

switches

300

b. HITT1 repair a defective lamp

c. Ni1l inspect heating and coolf equimt
so that worn parts can be ¥1 é‘ before
breakdowns occur

3. perform basic carpentry dut’es

3.

1ATT be able to perform basic measurements
Wild repair doors and windows

350

. WiTl be able to repir plaster
Will be able to repair woodwork

L B Wall- -

WTTT be able to butld shelves and/or other
simple constructions

4, perform basic pluabing repﬂrs.

]

UiTT be able to work with galvanized
vaterpipe

300

b. WiTY be able to work with copper waterpipe
c. Hill be able to replace washers and valves

d. W1 be able to unclog drains
e. Will be able to repair and/or replace leaky

pipes and faucets

f. Will be able to repair and/nr raplace tofletg

5. perform basic patnting

d. Will be able to properly apply paint

V1T properly prepare surfaces to be painted | ,,. '
b. Wil select a riate of paint |
c. 11T seTect apprapriate me o apply paln

e. HiTY be abTe to clean work area and tools
when finished

6. demonstrate knowledge ot Job related terms

6.

a. Will be able to define technicai terms
- pertaining to the field

| 20

o

WITT use common terms correctly

. perforn basic custodial tasks

. WITT select appropriate cleaning tools
Hi11 select and prepare appropriate

[~ % -

120

cleaning solvtions
K111 be able ty use correct technigue

Will use correct ssfety precautions
Hill put away tools, chemicals and cleaners

when Tinished
. Will appropriately dispose of waste, dirt,

" [ JN- el
L] a |

and garbage

Specific Objective of Training:
Payroll Procedures:

Distribution: ASC-white; Employer-goldenrod; SDA-pink; Representative-green; Participant-tlue

s 94
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Job Spectific Skills, Emngle Threa: Account Clerk/Aseistant Bookkeeper/
Billing/Payroll/Fimancial Clerk

Sowrca: Private Industry Cowwil of Memboldt Cow:ty, Eureka, California

Note: The entire series of competencies for this specific occupation consists of 25 ftems.

A. BUS INESS MACHINE SKILLS
A Demunstrate the ability to type standard forms.
Measyres: a. Type a minimum of 40 wpm with no less than 3 errors on a five minute typing test;

Type four different preprinted business forms with the necessary information with
any errors neatly corrected; and

c. Given five names and addresses, type five file folder and five mailing labels neatly
and with any errors neatly corrected.

* Tool or a. Standard five minute typing test (straight text)

Document; y  Completed copies of business forms
¢. File folder labels and mailing labels
A.2 Demonstrate the ability to use a 10 key calculator.

Measures: a. Given a three minute test, type data at 150 spn with 100% accuracy; and

b. Given five addition, five subtraction, five division, five aultiplication and
five percentage problems, use the calculator to perform the tasks with 100%
accuracy.
Tool or a. Three minute test, using straight columns of figures

Document: b. 26 problem arithmetic test

A.3 Demonstrate the ability to use copy mechines.

Measures: a. Use a copy machine to make one and two-sided single and multiple copies of a document with
100% accuracy. HMultiple page documents should be collated and stapled neatly and with
100% accuracy.

Too! or a. Complete copies

Document.

8 GENERAL OFFICE SKILLS

8.1 Demonstrate the ability to answer the telephone and take phone messages.

Measures: a. Answer five telephone calls using good phone skills (1.e., good English, speaking clearly,
politely...) and take messages with 100% accuracy (to include names and telephone numbers
of the calling parties, time of diy, date anf who the message is for, and by whom it was
taken). Phone skills must be rated as satisfactory by the ?calling) evaluator. ’

Too! or a. Evaluators ratings of five calls, telephone messages.
Document:
8.2 Demonstrate the ability to file and retrieve cards and docurnents in alphabetical, chronological

and numerical order.
mearures: 3. File a set of 25 documents in alphabetic order and within the letter in chronological
order with no rore than three misfilings in no less than minutes;
b. File 25 cards numerically with 100% accuracy in less than minutes; and

c. Given a list of 10 file names, retrieve files from an alphabetical file with 100% accuracy
in no less than minutes; and

d. Given a list of 10 numbers, retrieve cards from a numerical file with 100% accuracy in no
less than minutes, ’
Tool or a. Trainer's docurentation of correct filing and time taken
Document:  \  yoainer's documentation of correct filing and time taken
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¢. Trainer's record of documents retrieved and time taken
d. Trainer's record of cards retrieved and time taken
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B.3 Demonstrate the ability to utilize a cross referenced filing system.

Measures: a. Given ten documents to be cross referenced, prepare a 1ist of those documents with the
cross reference notation followinc each entry neatly, legibly and with 100% accuracy; and

b. Given & cross reference list of five entries, correctly locate the five references with

100% acCuracy.

Tool or a. Cross reference list

Document: ' .

r Trainer's documenta<ion of correct location of documents
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C BASIC BOOKKEEPING SKILLS
c.1 Describe the basic accounting system.

Measures: a. Given 25 financial items and their descriptions, classify each as an asset, a Tiability or
as capital (owner's equity) with £0% accuracy;

b. State the fundamental bookkeeping equation and, given 10 sets of two elements, calculate
the value of the nissing element neatly, legibly and with 100X accuracys

c. State three basic variations of & transaction's potential effects on accounts neatly
and with 100% accuracy;

d. Given a series of actounting terms related to stirting an accounting system, match esch
to its definition with 100% accurecy; and

e. Given 8 financial items and the neme of a company, prepare a beginning balance sheet
for that company neatly, legibly &nd with 100% accuracy.

Tool or a, Financial items classification worksheet
Document: 1, Bookkeeping equation worksheet
c. Statement of Lransactions' effect on accounts
d. Definitions worksheet
e. Balance sheet
C.2 Divide transactions into their debit and credit parts.

ltleasures: a. Analyze a series of transactions shown on T-accounts and sort the entries into debits and
credits with 100% accuracy;

b. Given 3 1ists of account balances for different clients, open a Tedger of T-accounts for
each client (including T accounts for their creditors), and use the fundamental bookkeeping
equation to demonstrate that debits equal credits;

c. State the three rules of debits ard credis with 100% accuracy, and show each rule on a
. T account neatly, legibly and with 100% accuracy; and

d. Given an account, calculate its bzlance and {dentify the side on which it should be shown
with 100% accuracy.

e. Identify and classify accounts affected by transactions with 100% accuracy.

Tool or a. T-accounts worksheet
Document: \  proying equality worksheet
c. Hritten statement of rules and T 2ccount depictions
d. Account classification worksheet
e e
c.3 Define the terms related to recording and posting opening entries in journals.

Measures: a. Given the terms related to recording and posting opening entries, wutoh them to their
definitions with 100% accuracy.

Tool or a. Jpening entries definitions worksheet
Document:

o Y D e - - - . - - - - - - - - - - . o gy S 8 P ap me O Y
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Job Specific Skilla, Example Four: Auto Body Repuir
Sowve: Private Industry Cowail of South Florida, Miami, Florida

Note: The entire series of conmpetencies for this specific occupatfon consists of 28 items.

BENCHIAARK RAIRING
HUNBER ELEMERT BEHCHFARK . TAHDARDS|
1 TOOLS Nithout the aid of references, the participant will identify ten 3
tools and safely demonstrate their use to the evaluator's satis-
faction.

AUTO BODY REPAIR

2 ’ Inspect/Measure | Given a dacaged vehicle, whose body need inspecting, the required k.
tools and equipment, the participant will inspect to determine if
the body is bent or misaligned. The participant must be able to
Tist the damages and be able to record by each damaged measurement
the vehicle true alignment specificatfons according to the manu-
facturer's manual. Findings and measurements must agree with

evaluator's.
3 Straighten/ Given a vehicle with a damaged body, tools and equipment, the 3
« Repair & participant will straighten, align and repair the body to its
/ Align original dimensions as specified in the manufacturer's specifi-
N cations. g .
4 Bumper Given a vehicle with a damaged front or rear bumper and tools, X

the participant will remove and install replacement bunper.
Replacement must confom to original appearance,

5 Fenders Given & vehicle with a damaged fender and required tools, the 3
participant will ramove, replace and align replacement fender
to original appearance. (Approximately 5/32 inches between
door and hoodpg

6 Doors Given a vehicle requiring door replacement and tool. the Xk
participant will remove and replace the door. Replacement
door rust be aligned to approximately a 5/32 inch gap between
door and panels.

7 Hood/Deck Panels | Given a vehicle with a misaligned hood or deck panel, the Xk
participant will edjust hood or deck panel at adjustsent points
to insure alignment with adjacent panels (approximately 5/32
gap between panels). -

8 Weld-In Panel Given a vehicle with a damaged weld-in panel and tools, the 3
participant will renove and replace. Replacement panel nust
_conform to originzl body contour. .

9 FIBERGLASS 80DY
Repair Given a fiberglass panel requiring repair the participant will Xk
remove the damaged material and fi11 the damaged area with proper
mixture of resin &nd fiberglass. Panel must be finished to
original contour.

10 Replace Given a vehicle with a damaged fiberglass panel, the participant Xk
will remove and replace panel. Panel must be finished to
original contour.

1 Straighten De- Given a vehicle with 2 deformed sheet metal panels the partici- Ik
formed Sheet pant will straighten and align panels, so that all high and low
Metal spots are removed and all contours will conform to original
shape.
WELDING/CUTTING
12 Pick & File Given a vehicle with a damaged area, tools and equipment, the k's

participant will straighten the damaged area by the pick and file
method so that the area is smooth to the touch and conforms to
the original contours of the body.

13 Filling Given &8 vehicle with a minirum of three rough out panels in need £
of repair, the participant will f111 and smooth depressed ares
to the original contour,
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Job Speaifia Skille, Example Five: Bookkeeping/Aceownting
Sowave: Private Industry Counoil of South Florid:, Miami, Florida

Hote: The entire series of corpetencies for this specific occupation consists of 63 items,
i

@
T/ 8
Q o
<
§/8
BEHCHIMARK
NIBER ELEMENT BENCHMARK / $/¢
1 BOOKKEEPING AND Given 50 words that are cormonly used in the X
* ACCORITING TERMS bookkeeping and accounting field, the participant
will be able to define 40 out of the 50 words
correctly.
2 RECEIPTS FOR CHECK Given ten sales transactions and blank receipt X X k'd
. ARD CASH SALES forms, the participant will prepare receipts for

all sales transactions without error.

%‘ECORD!M ACCOUNTING
NYIRES IN JOURNAL
AlU_LEDGER
3 CORRECT ERRORS Given a journel, ledger and a trial balarce X X 3
sheet with ten errors, the participant will
locate and correct all errors, and balance the
two totals on the trial balance sheet.
4 RECORDING ENTRY Given a completed payroll register and a combina- X X 3
PERTATHIRG 1O tion journal end general ledger, the participant
PAYROLL will make the necessary accounting entries
including all withholding with 100% accuracy.
5 RECORD ENTRY FOR Given 25 completed sales slips, sale journal X X 3

SELLING WERCHANDISE | and a general ledger, the participant will
ON_ACCOURTS record all accounting entries without. error.

r—————r—————

6 POSTING FROM Given a cash journal and necessary ledgers, the X X 3
CASH JOURMALS participant will post all entries in the ledger
- without error.

7 POST TO LEDGER Given a general journal and a general ledger, X X 3¢
ACCOUNY FROW the participart will post column totals to the
JOURNAL ledger. Ledger must balance after posting.

8 RECORDING ENTRY IN Given 20 business transactions and a combination X X 3c
COTDTNATION JOURNAL | journal, the participant will record the business

transactions in the journal so that 15 out of 20
transactions are recorded without error.

9 RECORDING CASH Given a guide, source documsnts of necessary X X 3¢
journals and ledgers, the participant will record
a1l entries in a chronological sequence with
100% accuracy.

‘ 10 RECORDING ENTRY Given source cocuments and necessary journal and X X 3c
PERIAINING 0 ledgers, the participant will record all entries
CASH RECEIPTS required for accounting of cash receipts. At
least 90% of all required entries must be made
’ ‘ correctly.
R A RECORDING ENTRY Given the source documents of ten business X X 3c
FOR BUYING transactions for purchase on account or sales on
HMERCHANDISE ON account, the participant must be able to select
ACCOUNY the proper accounts and post to subsidary ledger

with 903 accuracy.

12 RECORDING ENTRY Given a schedule of rates payable, rates date and X X i
interest payments, and necessary journal and
Tedgers, the participant will compute and record
| expense account with 100% accuracy.

13 RECORDING ENTRY Given a susmary of daily sales tax for one month, X X 3
£S | blank sales tax return, necessary journal and
TAX ledgers, the rarticipant will conputer the sales

tax 1{ability and prepare the sales tax return
with 100% accuracy.
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Job Specific Skilla, Example Siz: Commeraial Cooking and Baking
Source: Private Industry Comncil of South Florida, Miami, Florida

Note: The entire series of competencies for this specific occupatfon consists of 31 items.

BENCHHARK _‘TRA!NING
HUKBER ELENENT BENCHIIARK STANDARDS

CARE OF COOKING AREAS &

1 Cooking Areas Given supplies and equipment, the participant will clean i
the cooking area thoroughly so that it would pass a
Department of Health Inspection.

2 Equipment Provided supplies and equipment, the participant will 3c
clean kitchen equipment to the evaluator's satisfactien.

3 Inspection of Food Given a food service area where violations of sanitation 3
Service Area laws exist, and the necessary forms, the partfcipant will

inspect the area and rate all violations. All violations
rated by evaivator must be recognized.

INSPECTI% CARE &

4 Inspect/Receiving Provided a shipment of food, the participant will inspect k'
the food shipment for quality and freshness to the
satisfaction of the evaluator, and in addition, in-checked
shipment against vouchers for quantity and take corrective
actions if shipment is in error.

5 Storage Provided 5 food items to be stored, the participant will k|
store the {tems according to rules of the state health
department, and insuring that the food is stored to retain
high quality.

6 Inventory Provided the necessary materials, 5 food items, the partici- I
pant will prepare an inventory card for the five food items
correctly.

HENU PLANNING

7 Plan Nenu Provided instructions, a l1ist of food items and forms, the 3
participant will plan and write two menus to the evaluator's
satisfaction,

8 Utilize Leftovers Given leftover food ftems and tuwacructions the participant k'

will plan two menus to the satisfaction of the evaluator.
All ftems on the evaluator's checklist must receive a

satisfactory.
9 Plan Cooking Schedule Provided a menu, recipes and instructions the participant 3
will plan a cooking schedule for all foods to be couked
correctly.
PREPARING FOOD FOR
COOKING
10 Trim/Cut/Shred Provided food ftems and equipment, the participant will trim, ks
cut or shred the food ftems to the evaluator's satisfaction,
1A Dehydrated/ Given equipment and a recipe, the participant will prepare 3c
Concen trated dehydrated and/or concentrated foods for cooking to the
Food evaluator's satisfaction.
12 Meat/Fish/Fowl Provided a recipe, equipment, supplies and food items, the 3

participant w111 prepare neat, seafood and/or fowl for
cooking to the evaluator's satisfaction.

13 Slicing Heat or Cold Provided food items, equipment and instructions, the K
Cuts participant will slice meat or cold cuts by hand and/or
slicer to the thickness designated by the evaluator.
COOKING :
14 Tea/Coffee Provided instructions, equipment and a recipe, the 3
participant will brew tea or coffee to the evaluator’s
satisfaction.
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An Introduction to Competency-Based Employment and , Andrew Hahn

Training Programing for Youth Under the Job Training Heller School
Partnership Act. Prepared by Center for Employment Brandeis University
and Income Studies, The Florence Heller Graduate Center for Human Resources
School, Brar4eis University. Haltham, MA 02254
Competency Certifica.ion - Rock Island Tri-County Cathy Andrews or Mary Lou Sibert
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1504 3rd Avenue
Rock Island, IL 61201
L Competencies for Summer Youth Employment and Training, “Lupita Gusman
1984. Submitted to The Denver Private Industry Council Denver Employment and Training Administration
and Denver Employment and Training Administration: 1440 Fox St.
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Humboldt County Youth Employment Cowétencies. Claudfa Brazeau
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Prepared by: Kansas Task Force or Youth Competency Department of Human Resources
Division of Employment (JTPA)
401 Topeka Avenue
Topeka, KS 66603

Haterials for Developing Youth Competency Systems. Kenneth Kistner

Private I!ndustry Council of South Florida. South Florida Employment and
Training Consortium
225 NE 34th St,
Miami, FL 33137

Pre-employment Competencies System lodel. Philip L. Thibodeau
Submitted by The Youth Credentfals Work Group. Program Specialist
¢ Fifteen County Service Delivery Area

100 Hospital St.
State House Station 55
Augusta, ME 04333

Pre-Employment Ski{lls for Vermont. Peter S. Comart
Youth Planner
State of Vermont
Department of Employment and Training
P.0. Box 488
lontpelier, VT 05602-0488
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Objectives of tl}h project

1. Develop an Inservloe Training Package to help special educators enroll their strudant.s in Job
Training Partnership Act Programs:;

I1. Disseminate the Inssrvice Training Package through workshops and nauonal dissemina-
tion activities.

III. Evaluate the activities of the project and its impact on the target audience.

How will the objectives be reached?

National searches will be conduocted to identify each state’s individual JTFA guidelines, JTPA
programs as they relate to handicapped students, an promising JTPA programs around the
nation which serve handicapped students. Extensive program reviews and literature searches
will be made.

The preliminary Inservice Training Package will be completed in Phase One of project opera-
tion. In Phase Two the Inservice Training Package will be field tested. In Phase Three, project
staff will develop and implement six regional workshops for a total of 600 participants,
disseminate project materials and evaluate the impact of the project.

Anticipated resuits .

A handbook to help special education teachers enroll handicapped student,s in JTPA programs
and to utilize JTPA resources will be developed. This handbook along with supplementary
materials will make up the Inservice Training Package. Over 25,000 special education students
are expected to benefit from the projsct. 61
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